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Preface and Acknowledgments 
The history and origins of this Training of Trainer's course and Manual extend far 
beyond the acknowledgments possible in this page. Informed by over 20 years of 
working in developing settings, this manual and training design draws from and expands 
on the wisdom of colleagues, participants, master trainers, and co-facilitators. They 
have helped to shape and select the techniques, content, tone and focus of the 
sessions. With each design and new context, I am able to learn and refine this process, 
and am thankful for the opportunity. This latest incarnation captures one of the shorter 
versions designed to meet the immediate need of trainers working to support Literacy 
Workers and further Integrated Community Literacy in Guatemala. 
In the context of facilitating training sessions, workshops and series ranging from 3 days 
and 25 contact hours to ten-month series including over 150 contact hours, I have 
witnessed the growth of a powerful group of individuals: participatory trainers. While I 
cannot name all the people who have helped me and informed the design of Nurturing 
Participation, I can mention that they include colleagues in Namibia, Kenya, Malawi, Mali, 
Tanzania, South Africa, and the United States, as well as fellow trainers and students at 
the University of Massachusetts' Center for International Education who hail from all parts 
of Latin America, Asia, Africa and Europe. 
With this inspiring base and many years of designing, implementing and actively 
facilitating Training of Trainers Workshops for many different contexts, populations and 
purposes, variations of the sessions included in this manual have been field tested in 
many settings. When facilitated with dedication and commitment, they have proven to 
provide a powerful and empowering experience for participants. Expert co-facilitators in 
each new context have begun by understanding the design, and further adapting support 
materials to reflect the cultural and operational context. Support materials in this version 
reflect issues of adult literacy facilitation in Guatemala and were developed with the 
assistance of Joanie Cohen-Mitchell and her insights gained from working closely with 
the staff of the COMAL project in Guatemala. Adaptation of the sessions and materials to 
the cultural and logistical realities of any new context contributes significantly to the 
effectiveness of the training and is highly recommended . For most participants and 
facilitators, involvement in this training has helped to expand their horizons and to more 
effectively reach their target populations. Used to its full potential, it is my hope that this 
ToT Workshop as described in Nurturing Participation, and its future incarnations, will 
continue to contribute to development efforts wherever and whenever it is used. 
Bonnie B. Mullinix 
Monmouth University 
400 Cedar A venue 
West Long Branch, New Jersey 07764 USA 
bmullini@monmouth.edu 
About the Author: Dr. Bonnie B. Mullinix wrote this text while serving as 
Millicent Fenwick Research Professor in Education and Public Issues at 
Monmouth University in New Jersey. She has worked in international 
development and education for over 22 years and lived in Africa for nine of 
these years. She worked full time with World Education for over six years as 
Training Officer. Dr. Mullinix holds Masters and Doctoral degrees in Adult 
and Nonformal Education from the Center for International Education, 
University of Massachusetts Amherst. 
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Introduction to the Manual 
Nature and Description of the Manual and Training Workshop 
The Manual: This manual provides facilitators with a session-by-session guide for 
introducing participants to nonformal education and participatory training, components 
central to any community development or adult basic education and literacy effort. It 
covers a 33 contact hour Training of Trainers (ToT) Workshop designed to be delivered 
over four intensive, residential days. The manual includes detailed session plans and all 
references, handouts and materials needed to facilitate the training. Although originally 
designed for use by NGO Trainers of Literacy Workers, it can easily be adapted for use in 
other contexts and settings. 
The Training Course: This four-day training workshop is an intensive Training of 
Trainers course designed to accommodate 20 participants. It introduces participants to 
the theory and practice of nonformal education and participatory training, and provides 
them with opportunities to develop the skills and abilities to effectively design and 
implement participatory training. 
General Overview of the To T Workshop 
Goal: To provide participants with the opportunity to explore theories related to 
nonformal education and participatory training and acquire and practice skills in 
designing, facil itating and analyzing training programs (e.g., for literacy workers). 
Objectives: By the end of the four-day Training of Trainers Workshop, participants 
will be able to: 
1. Discuss various adult learning theories and how they relate to training and 
literacy facilitation; 
2. Explore at least three training analysis techniques and cultivate an awareness 
of training design; 
3. Review theories of communication and group dynamics and consider how they 
impact training and literacy learning activities; 
4. Describe, experience and/or utilize at least 15 different nonformal, participatory 
training techniques; 
5. Discuss issues related to planning and scheduling a training program; 
6. Consider the importance of training support materials for effective learning and 
explore learner-generated materials and their production; 
7. Design and write comprehensive participatory session plans; 
8. Practice facilitating a training session of original design; 
9. Give and receive effective feedback; 
10. Participate in formative and summative evaluation during the training. 
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ToT Session Titles: The following sessions have been included in this training design. 
Session 1: 
Session 2: 
Session 3A: 
Session 38: 
Session 4A: 
Session 48: 
Session 5: 
Session 6: 
Session 7A: 
Session 78: 
Session 8: 
Session 9A: 
Session 98: 
Session 1 OA: 
Session 108: 
Session 1 OC: 
Session 1 OD: 
Session 11 A: 
Session 118: 
Session 11 C: 
Session 12: 
Introduction to the Training of Trainers Workshop 
Introduction to Training Analysis and Self-Assessment 
Nonformal Education (NFE) and Training 
Adult Learning Theory for Nonformal Education (NFE) 
Adult Communication and Learning 
Group Dynamics 
Overview of Selected Nonformal Training Techniques 
Analyzing Training 
Planning a Training Program 
Considerations in Designing and Scheduling A Training Program 
Facilitating Learner-Generated Materials Develc;>pment 
Planning Sessions: Writing Goals and Objectives 
Writing A Session Plan 
Giving and Receiving Feedback 
Preparation for Practice Training 
Practice Training (with Feedback) 
Sharing Practice Training Feedback and Modification Plans 
Evaluating a Training Program 
Designing the Final Evaluation 
Final Evaluation 
Closing 
Training Methodology and Approach 
The approach used in the design and delivery of this training is participatory and based 
on principles of adult nonformal education. The training incorporates approximately 20 
different training techniques in an effort to model their appropriate and effective use. 
Participants are actively involved in each content area, and practical application of each 
new skill developed or theoretical model covered is a priority. To ensure that participants 
master all skills and information needed by a participatory trainer, the training 
incorporates formative assessment and evaluation activities designed to encourage 
continuous demonstration of skills and knowledge by participants. 
Recognition of participant's prior learning is reflected in the flexibility of the training design 
and the strategies used by co-facilitators in forming small groups and networking 
participants. Those with greater experience and training in a different field or content 
area are used as peer-facilitators and matched with individuals with less experience or 
knowledge in that field . In this way, those with higher qualifications get opportunities to 
improve their communication, facilitation and leadership skills, while those with lesser 
initial qualifications improve the depth of their understanding. 
pagex Introduction to Nurturing Participation 
"" 
i 
i 
-I 
. 
I 
_. 
J 
--
-I 
--
-
-
Participants 
This training is most effective when participants are actively engaged as trainers and 
come to the workshop with both prioF experience and post training opportunities that will 
allow them to immediately apply what they have learned and the skills they have gained. 
In the past, the following criteria have been used in selecting participants: 
• be nominated by a government, non-governmental (NGO) or community-based 
organization (CBO); 
• have training responsibilities within their organization and experience as a 
trainer; 
• demonstrate basic communication competence in English language; and 
• be mature and committed to training, development and their organization. 
While case examples of successful participants who did not match a particular criteria 
listed above can be identified, in general they serve as useful guidelines for selecting 
participants who will succeed in the training and become effective participatory trainers. 
Facilitators 
The ToT Workshop is designed for facilitation by a m1mmum of two to three co-
facilitators. All co-facilitators must have significant participatory training experience and 
knowledge of adult and nonformal education. As with any training, familiarity with the 
content and process is of critical importance. For less experienced trainers this can be 
gathered by experiencing the training as a participant and, subsequently, working on the 
training as a co-facilitator together with an experienced participatory trainer. 
This training requires the co-facilitation team to have a minimum of three days of 
advanced preparation for first time facilitation in order to coordinate rotating primary and 
supporting facilitation responsibilities and prepare all handouts prior to the training. If on-
site preparation of materials is to be facilitated, resident administrative support is also 
recommended. 
Training Materials and Resources 
The ToT is facilitated using this Facilitator's Manual which includes all session plans and 
required handouts and support materials. In addition, the co-facilitators are encouraged 
to develop and maintain a concertina file of larger hands-on materials organized by 
session (as they develop and use them). 
To facilitate the ToT Workshop effectively for 20 participants, the following materials 
should be on hand: 
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Participant Material 
Quantity 
25 
30 
1 box of 50 
3 boxes of 12 
25 
20-24 
Item 
Ring binders (with dividers) 
Writing pads 
Pens 
Pencils (with erasers) 
Rulers 
ToT Promotional Bags (optlonal) 
General Training Materials (collected in a Training Box) 
Quantity 
1 box 
5 packets 
3 rolls 
1 roll 
10 
1 
5 
5 
1 roll 
5 
2 
2 
1 box 
4 boxes 
1 (or 2) sets 
10 packets 
20 
4 boxes 
2 boxes 
3 packets 
2 sheets 
20-30 
2 box 
6-10 
2 
Item 
Glue sticks 
Prestick (mounting putty) 
Masking Tape 
Cellotape (Scotch tape) 
Scissors (large) 
Pencil sharpener (large) 
Pencil sharpeners (small hand held) 
Rulers 
String (200 meters) 
Erasers 
Two hole punch 
Staplers 
Staples 
Markers (blue, black, green and red) 
Assorted Markers (minimum range of 10- 12 colors) 
Colored Paper 
Simple (color) files 
Paper clips (2 large, 2 small) 
Binder clips (large/small) 
Index cards 
Sandpaper (rough) (for use with flannel board) 
Rubber bands 
Chalk (white and colored) 
Post-it note packs (large - small) 
White Out (correction fluid) 
Additional Standard Training Items 
Quantity 
1 box 
1 
10 
2 (-4) 
1 
1 
1 
page xii 
Item 
White photocopy/typing paper 
Large ruler ( 100 cm +) 
Flip charts 
Flip Chart stands 
Flannel board and stand 
Guillotine/Paper cutter 
First Aid Kit 
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Evaluation and Assessment Strategies 
Evaluation of the ToT and on-going assessment of participant performance is an integral 
part of the ToT Workshop, in both design and practice. Overall, the workshop design, 
implementation and logistical support are evaluated on formative (on-going) and 
summative (at the end) levels. Formative evaluations, designed by co-facilitators and/or 
participants, are conducted daily, with all participants, during the ToT. A Steering 
Committee composed of participants and co-facilitators meets each day to review and 
analyze the evaluation results, discuss personal impressions of the day, prepare an 
appropriate and innovative evaluation activity for the following day and prepare to report 
out the results of Steering Committee deliberations to the workshop the next day. In 
addition, a comprehensive summative evaluation is held at the end of the ToT workshop. 
Generally, achievement of workshop objectives, personal growth and comprehension, 
relevance/usefulness of topics or sessions, and issues of logistics and facilitation are 
covered. Finally, participants are involved in helping to analyze and report findings and 
identify recommendations for improvement of the ToT. To address the need to evaluate 
longer-term impact and usefulness of the ToT, it is recommended that co-facilitators 
maintain contact with participants and collect information regarding continued application 
and impact of ToT skills in the work of these trainers. 
Participants are assessed utilizing a variety of mechanisms. First, as a participatory and 
mastery/competency-based design, all objectives listed in the description of the course 
are those that can be observed as accomplished during the ToT Workshop. Thus, most 
assessment of participant performance is on-going and self-corrective. Further, co-
facilitators regularly review individual comprehension and achievement in their own 
feedback and evaluation sessions (conducted at the end of each training day - following 
the Steering Committee meetings). In cases where participants seem lost or express 
concern, co-facilitators either step in personally or, more often, attempt to create study 
support groups matching 'participants in need' with participants who have mastered the 
same information. 
Self-assessment forms a significant part of the ToT assessment strategies. It is 
considered critical that trainers develop an ability to observe themselves and provide 
accurate and honest self-criticism. This process begins with the comprehensive skills 
and knowledge inventory relating to three key areas of Participatory Training: Adult 
Learning and Communication Theory, Training Curriculum and Materials Development, 
and Nonformal Training Techniques. They complete this skills inventory at the beginning 
and again at the end of the ToT Workshop. Also, participants learn and practice a 
systematic approach to giving and receiving feedback, which begins with self-feedback, 
moves onto colleagues and concludes with co-facilitators and master trainers. This 
approach builds assessment and evaluation skills among participants while allowing for 
constructive input from co-facilitators. 
Closing Comments 
It is hoped that this introduction has provided sufficient background and information to 
support the effective use of this manual. As with any training program, the real test 
comes with implementation. The more practice you gain facilitating this ToT, the more 
familiar you will become with the sessions and the better able to adapt materials and 
solve problems that invariably arise in any training. 
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Session 1: Introduction to Workshop 
Goal: To welcome participants to the ToT and discuss its proposed structure, 
content and format. 
Objectives: By the end of the session participants will have: 
Been welcomed to the workshop; 
Introduced each other and their organizations; 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
Identified individual and group expectations of the workshop; 
Reviewed the objectives of the workshop; 
Agreed on group norms for use during the workshop; 
Discussed logistical concerns; 
Reviewed the tentative overall schedule of the workshop and discussed 
session time preferences; 
8. Reviewed the purpose, functions and composition of workshop 
committees (the steering committee and evaluation committee, and 
possibly social welfare/entertainment) and selected representatives for 
each. 
Duration: 2 hours(+ 45..;50 minutes the evening before, optional) 
Time& Activity Materials 
Techniques 
45 - 60 minutes, Following dinner the first night of their arrival, a /Name Cards 
the evening before facilitator invites participants to take a name card (folded desk card 
the ToT begins from the table (making sure that it is not their markers with 
Initial Icebreaker/ 
own) and join a circle of participants. Each participants' 
participant is then asked to look around them names - first name 
Team Building and try to guess whose name card they are larger- and 
Exercise holding. They may have two guesses after organizations 
which (if they miss) they can ask the group to written on them) 
help them identify who it is. Facilitator asks 
participants to keep their name markers (or pick 
them up the next morning) and place them in 
front of the seat where they choose to sit on the 
first day. 
Note: This can be a good activity ifthe ToT is 
residential and/or participants do not know each 
other and need an informal, fun opening activity. 
Additional information may be included inside 
the card to help their guessing (it gets easier 
after a few people have been identified). 
5-10 minutes Participants are welcomed to the workshop by /Flipchart with 
Introduction official and key facilitators. Facilitator reviews Objectives and session objectives and hands out general General Workshop 
workshop materials to participants. Materials (for each 
participant) 
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Time& 
Techniques 
30 minutes 
Icebreaker 
10 minutes 
Individual 
Brainstorming 
25 minutes 
Discussion 
15 minutes 
Brainstorm 
15 minutes 
Lecturette 
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Activity 
Facilitator forms a circle of participants and 
invites them to introduce themselves by 
choosing an adjective that describes themselves 
and that begins with the same letter as their first 
name. Facilitator models adjective introduction 
(e.g. Energetic Emilia). The next person to 
introduce him/herself must first say the adjective 
and name of each person who has gone before 
him/her (help can be given). After the circle is 
complete, the facilitator asks for a volunteer to 
go round the full circle one last time and invites 
participants to write their adjectives at the top of 
their name cards and place the cards in front of 
them so they face the middle of the circle. 
Participants are asked to take a marker and a 
card/piece of paper, and to write the answer to 
the question: 
"What do you think or hope you might get 
out of this workshop?" 
Facilitator invites participants to post their 
responses on the wall. 
Facilitator helps group to compare expectations 
to actual objectives of the ToT and goes through 
the schedule to show how it matches and refers 
to needs assessment information provided by 
participants. 
Participants discuss and agree on group norms 
for the workshop. 
Logistical coordinator shares logistical 
information with participants. Facilitator reviews 
the daily time schedule of the workshop and 
discusses session time preferences with 
participants. 
NOTE: If residential and other social activities 
are desired, they might be discussed here and 
an entertainment or social committee might be 
proposed (this is especially important for longer 
trainings). 
Materials 
Markers, cards and 
tape 
Handout 1.1 : 
General Overview; 
and Handout 1.2: 
Block Schedule 
Flipchart/markers 
to record norms 
Handout 1.3: 
Tentative Schedule 
Flipchart/markers 
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Time& Activity Materials 
Techniques 
20 minutes Facilitator reviews the purpose, functions and /Flipchart: 
Brainstorm/ composition of the steering committee and purpose, 
Discussion/ evaluation committee. Participants select composition of steering committee representatives for the first steering committee Sign up three days of the training and an evaluation - or brainstormed 
committee (trying to make sure that everyone by participants 
gets to serve on either one steering committee /Prepared or on the final evaluation committee, and that the 
committees represent relevant balances - Flipchart for sign 
gender, geographic, organizational, etc.) up sheets 
Note: Those who have more training experience 
should be encouraged to sign up for the 
evaluation committee (as they will not be able to 
participate in the practice training session-but 
will get good design and facilitation experience). 
If logistical or social welfare committees are 
desired, they could be discussed and chosen at 
this time as well. Committees are an effective 
way to build communities and share 
responsibility, but should not be seen as 
burdensome or distracting. 
Facilitator Note: The following activity, while time consuming, can be useful if a number 
of people are present from a single organization and building knowledge of and 
networking between the organizations is a priority. Alternately, if everyone is already 
familiar with the adjective introductions, it can be adjusted to be used with individuals or 
to replace the first night icebreaker. 
60 minutes Participants are asked to join others from their Found materials 
Organizational organization, go outside and find something that represents (or symbolizes) their organization. Icebreaker Participants then come forward and introduce 
their organizations through their objects. 
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HANDOUT 1.1 
GENERAL OVERVIEW OF TRAINING OF TRAINERS 
Introduction to Nonformal Education and Participatory Training 
Purpose and Audience for the Training: This training provides participants with an 
introduction to nonformal education and participatory training. It is designed as a 
Training of Trainers (ToT), orienting trainers and facilitators who work with adults to 
the theory and practice of effective training. With 20 sessions and 33 contact hours 
of training, it actively engages participants, developing their abilities to design and 
conduct effective and participatory training. 
Goal: To provide participants with the opportunity to explore theories related to 
nonformal education and participatory training and acquire and practice skills in 
designing, facilitating and analyzing training programs for literacy workers. 
Objectives: By the end of the four-day Training of Trainers Workshop participants 
will be able to: 
1. Discuss various adult learning theories and how they relate to training and literacy 
facilitation; 
2. Explore at least three training analysis techniques and cultivate an awareness of 
training design; · 
3. Review theories of communication and group dynamics and consider how they 
impact training and literacy learning activities; 
4. Describe, experience and/or utilize at least 15 different nonformal, participatory 
training techniques; 
5. Discuss issues related to planning and scheduling a training program; 
6. Consider the importance of training support materials for effective learning and 
explore learner-generated materials and their production; 
7. Design and write comprehensive participatory session plans; 
8. Practice facilitating a training session of original design; 
9. Give and receive effective feedback; and 
10. Participate in formative and summative evaluation during the training. 
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Session 1: 
Session 2: 
Session 3A: 
ToT Session Titles 
Introduction to the Training of Trainers Workshop 
Introduction to Training Analysis and Self Assessment 
Nonformal Education (NFE) 
Session 38: Adult Learning Theory for Nonformal Education (NFE) and Training 
Session 4A: Adult Communication and Learning 
Session 48: Group Dynamics 
Session 5: Overview of Selected Nonformal Training Techniques 
Session 6: 
Session 7A: 
Session 78: 
Session 8: 
Session 9A: 
Analyzing Training 
Planning a Training Program 
Considerations in Designing and Scheduling A Training Program 
Facilitating Learner-Generated Materials Development 
Planning Sessions: Writing Goals and Objectives 
Session 98: Writing A Session Plan 
Session 1 OA: Giving and Receiving Feedback 
Session 1 OB: Preparation for Practice Training 
Session 1 OC: Practice Training (with Feedback) 
Session 1 OD: Sharing Practice Training Feedback and Modification Plans 
Session 11A: Evaluating a Training Program 
Session 11 B: Designing the Final Evaluation 
Session 11 C: Final Evaluation 
Session 12: Closing 
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BLOCK SCHEDULE on behalf of 
TRAINING OF TRAINERS (ToT) 
HANDOUT 1.2 
Introduction to Nonformal Education and Participatory Training 
Day One 
Morning 1 
Morning 2 
Lunch 
Afternoon 1 
Afternoon 2 
Evening 
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Session 1: 
Session 2: 
Session 3A: 
Session 38: 
Session 4A: 
(4 days) 
Introduction to the Training of 2 hrs 
Trainers Workshop 
Introduction to Training 
Analysis and Self 
Assessment 
Nonformal Education (NFE) 
Adult Learning Theory for 
Nonformal Education (NFE) 
and Training 
Adult Communication and 
Learning 
1 hr 
1 hr 
2 hrs 
1 Y. hrs 
% hr 
Daily Evaluation, Day One 
Session 48: Group Dynamics (Human 
Behavior) 
1 Y2 hrs 
Nurturing Participation 
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j 
j 
j 
j 
j 
j 
j 
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Day Two 
Morning 1 
Morning 2 
Lunch 
Afternoon 1 
Afternoon 2 
Evening 
Day Three 
. Morning 1 
Morning 2 
Lunch 
Afternoon 1 
Afternoon 2 
Evening 
Nurturing Participation 
Session 5: Overview of Selected 3 hrs 
Nonformal Training 
Techniques 
Session 6: Analyzing Training 1 hr 
Session ?A: Planning a Training Program 1 % hrs 
Session 78: Considerations in 2 hrs 
Designing and Scheduling 
A Training Program 
Daily Evaluation, Day Two %hr 
Session 8: Facilitating Learner-
1 Y2 hrs Generated Materials 
Development 
Session 9A: Planning Sessions: Writing 1 Y2 hrs 
and Analyzing Goals and 
Objectives 
Session 98: Writing A Session Plan 2 Y2 hrs 
Session 1 OA: Giving and Receiving 1 Y2 hrs 
Feedback 
Session 11 A: Evaluating a Training 
Program 
%hr 
Daily Evaluation, Day Three 2 hrs 
Options: 
Session 1 OB: Preparation for Practice 
Training 
OR 
Session 11 B: Designing the Final 
Evaluation 
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Day Four 
Morning 1 Session 10C: Practice Training 3 hr 
(with Feedback) 
Morning 2 Session 1 OD: Sharing Practice Training 1 hr 
Feedback and Modification 
Plans 
Lunch 
Afternoon 1 Session 11 C: Final Evaluation of Training 2 hrs 
of Trainers Workshop 
Afternoon 2 Session 12: Closing %-1 hr 
Departure 
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HANDOUT 1.3 
TENTATIVE SCHEDULE 
(Timing to be negotiated with participants) 
7:30 Breakfast 
8:00 - 8:30 Steering Committee Report Out 
8:30 - 10:30 Morning One 
10:30 - 11:00 Morning Break 
11 :00 - 1 :00 Morning Two 
1 :00 - 2:00 Lunch 
2:00 - 3:30 Afternoon One 
3:30 - 4:00 Afternoon Break 
4:00 - 5:30 Afternoon Two 
5:30 - 6:30 Steering Committee Meeting 
7:00- 8:00 Dinner 
8:15 - 9:45 Evening Session/Assignments 
Nurturing Participation page9 
Session 2: Introduction to Training Analysis & Self 
Assessment 
Goal: To increase the awareness of participants concerning the design of 
training sessions and provide an opportunity for them to assess their individual 
skills and knowledge as trainers. 
Objectives: By the end of the session participants will have: 
1. Identified components of an introductory training session; 
2. Discussed and analyzed each component; 
3. Identified their current knowledge and skills as trainers; 
Duration: 45 minutes - 1 hour 
Time& Activity Materials 
Techniques 
25-30 minutes Participants are asked what they just in the Flipchart and Felt 
Brainstorming/ previous session. Facilitator records Markers responses on flipchart after agreement is Discussion reached and hands out copies of the session Handout: Session plan 
plan for participants to share and review. Session 1 
Participants then discuss the purpose of each 
step in the session. 
20-30 minutes Facilitator asks participants to use the pre-ToT Handout 2.1: Pre-ToT 
Individual Self- self-assessment form to check off where they Self-Assessment Form believe themselves to be at the beginning of Assessment this workshop, explaining that this will help the 
facilitators to plan the training and them to 
gauge their improvement. 
When participants have completed the forms, 
co-facilitators collect them. 
Trainers Note: Answer questions clearly but 
briefly, point out that if participants don't know 
what a word means, perhaps they 'do not know 
it yet, at /east by that name.' When collecting 
the forms, check to make sure that participants 
have completed all columns. 
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HANDOUT 2.1 
TRAINER'S PRE-ToT SELF-ASSESSMENT 
Name:~-----------~ {Note: we need this to help us form groups, network, 
and to share with you at the end of the ToT) 
Date: 
---
So that we can have an idea of the areas with which you would like the most assistance 
during the workshop, and so that you may see for yourself the knowledge and skills you 
need to work on during this workshop, we have developed the following self-assessment 
tool. Part one is a self-report on your knowledge and understanding of adult learning 
theory. Part two is a self-report on your training and materials development skills. Part 
three is a self-report on you knowledge of and facility with training techniques. 
Part I: Knowledge of Adult Learning Theory 
For each learning theory (rows 1 - 8), please place a check mark in the column that most 
accurately describes your level of knowledge/understanding. 
1 2 3 4 
I have I have I know I know 
LEARNING THEORIES never heard of this this 
heard of this before theory theory 
this and would and how it 
before know it if is applied 
explained and can 
explain it 
to others 
1. Andragogy 
2. Adult motivation (Maslow's 
Hierarchy of Needs) 
3. Non-formal Education 
4. Experiential Learning Cycle 
5. KAP (Knowledge, Attitude 
& Practice) 
6. Conscientization (Paulo 
Freire) 
7. Adultto Adult 
Communication and 
Relationships 
(Transactional Analysis) 
8. Johari's Window 
Nurturing Participation page 11 
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Part II: Training and Materials Development Skills 
For each training and materials development skill (rows 1 - 7), please 
place a check mark in the column that most accurately describes your skill 
level. 
1 2 3 4 
TRAINING AND I have I may I can I could 
MATERIALS never have do this help/ 
DEVELOPMENT done done teach 
SKILLS this this, others 
before but I am to do 
not this 
sure 
1. Analyzing Training 
Designs 
2. Writing Objectives 
3. Designing and Writing 
Session Plans 
4. Writing Training Support 
Materials 
5. Facilitating a Session 
(Using a Session Plan) 
6. Planning and Scheduling 
Training Programs 
7. Designing and using 
evaluation in a training 
Nurturing Participation 
Part Ill: Knowledge of and Facility with Training Techniques 
For each training technique (rows 1 - 20), please place a check mark in the 
column that most accurately describes your level of knowledge/facility. 
1 2 3 
PARTICIPATORY I have I have heard I know this 
NONFORMAL TRAINING never of this technique 
TECHNIQUES heard before and and have 
of this would know used it 
before it if before 
explained 
1. Brainstorming 
2. Case studies/ Critical Incident 
3. Demonstration 
4. Drama or Skit 
Picture Drama 
5. Field trips 
6. Film shows 
7. Fishbowl 
8. Games 
9. Icebreakers/ Energizers 
10. Jigsaw technique 
11. The Kitchen Concept 
12. Lecturettes 
13. Role-plays 
Socio-drama/ Problem Drama 
14. Panel Discussions 
15. Peer Training 
16. Pictures 
17. Simulations 
18. Song and dances 
19. Small groups 
20. Buzz sessions 
Nurturing Participation 
4 
I could 
teach this 
technique 
to others 
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Session 3A: Nonformal Education (NFE) 
Goal: To compare formal and nonformal education and discuss the relationship 
between NFE, literacy learning and adult training. 
Objectives: By the end of the session participants will have: 
1. Differentiated between incidental, informal, nonformal and formal education; 
2. Compared nonformal and formal education through definition and 
reconstruction of a comparative matrix and consider where training belongs; 
3. Discussed how training adults and facilitating literacy learning relate to 
definitions. 
Duration: 45 minutes - 1 hour 
Time& Activity Materials 
Technique 
10 minutes Facilitator begins by telling a story of a Guatemalan Reference 
Storytelling family, illustrating each of the four types of education as 3A.1: The experienced by different members of the family. Education 
Note: Facilitator may tell or read the story. If "telling", Story 
make sure to cover all four points. 
10 minutes Facilitator then unveils one-half of a Flipchart sheet with Wall CharU 
Discussion/ the four types of education noted: incidental, informal, Handout 3A.1 : 
Lecturette nonformal and formal. Facilitator then asks people to Four Types of identify the differences between the types of education Education 
in the story, and helps participants to differentiate 
between each of the education types. 
15 minutes Facilitator notes that the distinction between nonformal Pre-stick and 
Large Group and formal education seems the least clear and thus /Wall cards deserves most discussion (especially considering that (with Matching literacy education happens in both these settings). characteristics Game of formal and Facilitator distributes descriptive wall cards showing Nonformal 
characteristics of formal and nonformal education to education participants. Facilitator keeps and posts (in order and based on 
with space between) the column headers and 5 key handout) heading cards, commenting on their relationship to the 
previously brainstormed definitions and discussion. 
Participants are invited to come forward and post their 
wall cards under the most appropriate headings. 
5 minutes Facilitator points out that the development of nonformal /Prepared 
Lecturette education has been a long process that continues to this Flipchart with day. Some of the key people who have influenced the a timeline of 
development and use of nonformal education include NFE 
those shown on the timeline (see attachment). development 
10 minutes Participants discuss where literacy programs and 
Discussion training fall on this matrix. 
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REFERENCE 3A.1 
THE EDUCATION STORY 
In a small village in Guatemala, the sun touches the edge of the mountaintop, 
casting an orange glow on the river below. Family members hurry to finish 
their work before darkness arrives. Inside one of the small houses, Maria 
Elena builds up the fire to prepare rice for the evening meal. She untangles 
her five-year-old daughter, Marta, from her skirt tails, sending the small child 
off to bring her a basketful of grain. "There will be six of us eating tonight, 
bring this much," she calls to Marta, using her hands to indicate the amount 
needed. Maria Elena quickly leans over and puts the finishing touches on her 
literacy homework while she gets the evening meal together. She's looking 
forward to tonight's class as she has many plans to discuss with her friends 
there. 
Outside, the clanging of metal on metal continues more rapidly as Maria 
Elena's husband, Don Alfonso quickens his pace, pounding into shape the 
knife he has been making. His productivity as the village blacksmith has 
increased lately since he has taken on a teenage cousin as an apprentice. He 
turns the hammet over to the boy and stretches. Along the road by the river 
he can see his son, Manuel, trudging along in his school uniform, his 
schoolbooks slung over his shoulder. Don Alfonso sighs. He is proud of 
Manuel's interest in school, but part of him still longs for the old days where it 
would have been his own son standing next to him at the forge. Things are 
certainly changing. Even his wife is learning to read. Four times a week after 
dinner she is going to literacy classes at the school and now she is talking 
about setting up a weaving cooperative with some of the other women. In the 
distance he hears the hum of a motorcycle. "What a machine!" he muses. He 
can hardly wait until the next time he has enough free time to visit his neigh-
bor's repair shop. Even though the mechanic doesn't really pay attention to 
him, Alfonso knows he is picking up a lot about how motorcycles work and 
how to fix them by just watching the mechanic. 
Adapted from Mullinix, Bonnie B., M. Gillespie et al. (1989). Nonforma/ Education Manual. 
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-HANDOUT 3A.1 
-
Four Types of Education 
-
Incidental Education that takes place without 
Education any conscious intent on either the 
part of the learner or the source of 
-information. 
-
Informal Learning is the result of a conscious 
Education effort on either the part of the learner 
-or the information source. 
Nonformal Learning occurs when there is an 
Education intent on the part of both. the learner 
and the information source; 
nonformal education is planned. 
-
Formal Learning occurs when there is intent 
-Education on the part of both the learner and 
the information source; formal 
education is planned and institution-
based. 
-
-
-
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HANDOUT 3A.2 
A COMPARISON OF 
FORMAL ED UCATION AND 
PURPOSES 
1. Long-term and general 1. 
2. Credentia I-based (diploma oriented) 2. 
TIMING 
1. Long cycle 
ry (provides the basis for 
icipation in society and 
my) 
2. Preparato 
future part: 
the econo 
3. Full-time 
1. 
2. 
3. 
CONTENT 
1. 
2. 
3. 
ntered & standardized Subject-ce 
(a well de 
knowledge 
emphasis 
affective ( 
designed 
large grou 
Academic 
Clientele d 
requireme 
fined package of cognitive 
(knowing) with limited 
on psychomotor (doing) or 
feeling) considerations and 
to cover needs across 
ps of learners) 
etermined by entry 
nts (tests) 
1. 
2. 
3. 
NONFORMAL EDUCATION 
Short-term and specific 
Not credential-based 
Short cycle 
Recurrent (depends on the 
immediate learning needs arising 
from the individual's roles and stage 
of life) 
Part-time 
Problem-centered & Individualized 
(task or skill centered, discrete units 
which may be related to what 
individual participants or small 
groups may want to learn) 
Practical 
Entry requirements determined by 
the clientele 
DELIVERY SYSTEM 
-based (highly visible and 1. Institution 
expensive ) 
rom socio-economic 2. Isolated (ti 
environ me nt) 
3. Rigidly stru ctured 
4. Teacher-ce ntered 
5. Resource-intensive 
1. 
2. 
3. 
4. 
5. 
CONTROL 
1. Externally 
standards 
controlled (curricula and 
are externally determined) 
I (internal control is 
role--defined relations 
2. Hierarchica 
based on 
among tea 
teachers a 
chers and between 
nd learners) 
1. 
2. 
Environment-based (minimal local 
facilities with low cost) 
Community-related 
Flexibly structured 
Learner-centered 
Resource saving 
Self-governing (autonomy at 
program and local levels, with an 
emphasis on local initiative, self-
help and innovation) 
Democratic (substantial control 
vested in participants and local 
community) 
Adapted from Tim Simkins 
Nurturing Participation 
in Mullinix, Bonnie 8., et al. (1989). Nonformal Education Manual. 
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Session 38: Adult Learning Theory for Nonformal 
Education (NFE) and Training 
Goal: To acquaint trainers with adult learning theory and its application to adult 
learning, training design and literacy instruction. 
Objectives: By the end of the session participants will have: 
1. Explored and reconstructed in detail at least one adult learning theory; 
2. Discussed its application to training adults and facilitating literacy learning; 
3. Shared their understanding with other participants; 
4. Reviewed at least 5 adult learning theories. 
Duration: 2 hours 
Time& Activity Materials 
Technique 
20 minutes Facilitator provides lecturette to introduce topic and /Prepared 
Lecturette adult learning theories of KAP (Knowledge, Attitude Flipchart: and Practice) and Paulo Freire's critical Three circles 
consciousness (see lecturette notes for detailed (see Notes and 
script) and even formal curriculum design models Handout 38. 1 to 
(Psychomotor, Cognitive, Affective). References build chart - start 
each learning theory to the basic three circle model: only with "Do, 
• Outer: Do, Practice, Action, Information Think, Feel", and 
(Psychomotor) then add the others 
. Middle: Think, Knowledge, Understand/Reflect as you lecture) 
(Cognitive) 
• Center: Feel, Attitude, Internalize (Affective) 
10 minutes Facilitator then breaks participants into three groups /Packets of 
Small Group and assigns each group a topic and gives them the materials for each packet and task that go along with their topic. group with Formation Group topics include: matching cards, 
1. Andragogy grids + handouts 
2. Maslow's Hierarchy of Needs for each topic: 38.2 
3. The Experiential Learning Cycle Andragogy, 38.3 
Co-facilitators join each group to explain the task, Maslow's Hierarchy 
provide "answer check handouts" when task is of Needs, and the 
complete; they help groups discuss the application 38.4 Experiential 
to training and a plan for presenting/sharing with the Learning Cycle. 
large group what they have learned and discussed. 
80 minutes Small groups present their theory to the large group As needed 
Presentations (10-15 min each) and discuss its importance and 
/Peer application to training adults and literacy instruction. 
Training Facilitator comments and helps to clarify points brought up by each group. 
10 minutes Facilitator solicits participants' observations of the 
Summary session and what they have learned. 
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NOTES AND HANDOUT 38.1 
(For distribution Day 2 during Steering Committee Report-Out) 
ATTACHMENTS AND HANDOUTS 
Lecturette Notes: Introduction to Adult Learning Theory 
There are a number of different theories that help to explain how adults learn. It is 
important to know some of these and have them to think about as you design 
training session and programs. The purpose of this session is to begin to explore 
some of these adult learning theories and see how they can inform our practice as 
trainers of adults. 
The theory of KAP - Knowledge; Attitude; and Practice, and its relationship to 
learning and development. 
A change in Practice (doing) is preceded by a change in Knowledge (information), 
but only when accompanied by a change in Attitude (feeling). In training, we try to 
make sure that we not only "do" and "think" about something, but that we try also 
to discuss our "feelings" about it. In this way we can get into the inner-most circle 
and begin to spiral out again to ensure that the knowledge and attitudes 
addressed in training help participants to act in a different, more informed way. 
Freire's Model of Critical Consciousness 
(adapted) 
KEY: Common Terms 
KAP - Knowledge, 
Attitude, Practice 
(Cognitive, Affective, 
Psychomotor- formal 
education curriculum terms) 
DO 
THINK 
2. Attitude 
2. Internalize 
/Name 
1. Understand/ Reflect 
3. Act 
Adapted from Mullinix, Bonnie B., et al. (1989). Nonformal Education Manual. 
Nurturing Participation 
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Lecturette Notes 
Paulo Freire's Theory of Critical Consciousness 
Another important theory of adult 
learning was developed by an 
influential adult educator in 
Brazil: Paulo Freire. Freire's 
theories and practical 
approaches have been applied 
many places throughout Latin 
America and Africa, especially in 
relation to literacy education and 
community empowerment. The 
centerpiece of Freire's theory is 
critical consciousness or 
concientizaqao. Freire believed 
that in order to truly learn, an 
adult must take his/her situation, Paulo Freire at the Center for International Education (CIE) 
reflect on it deeply, internalize and analyze it, make it his/her own (through 
"naming the world") and take action on it. Learning is considered to be a 
political act where learners come to see themselves as "actors in the world." 
Empowerment of the adult learner. becomes the end goal. 
[Note: Of all the adult education theories and models presented herein, Paulo Freire's is both the most and 
the least appropriate to try to summarize. It is most appropriate because of its power and importance to 
practitioners - who should be exposed to it. It is least appropriate because its power, depth, complexity and 
grounded philosophical basis demands deeper analysis and discussion. Participants and readers are 
directed to the following resources: An overall reference site: http://www.paulofreire.org. For an extended 
introduction to his life and work see: http://nlu.nl.edu/ace/Resources/Freire.html or an introduction to his 
theories go to: http://nlu.nl.edu/ace/Resources/Documents/Freirelssues.html#conscientization.) 
General Remarks 
Now we can explore four other adult learning theories and see how they can 
be applied to training adults. As we do, we will be able to relate them to this 
circle. For while there are different names, and slightly different orders and 
ways of seeing each of these, many adult learning theories touch on how we 
do things, think about them and feel about them. 
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HANDOUT 38.2 
ANDRAGOGY 
In his book, The Modern Practice of Adult Education, Malcolm Knowles identifies the 
following for distinctions between andragogy (the science of teaching adults) and 
pedagogy (the science of teaching children). 
1. Self-Concept In pedagogy, the child is dependent upon those around him/her; 
the adult acts autonomously in relation to others. Adults are capable of being self-
directed, of being able to identify and articulate what they want to learn in dialogue 
with the teacher. In pedagogy, the teacher is in a directing relationship with the 
student; in adult education, the teacher is in a helping relationship with the student. 
2. Experience: Pedagogy is often seen as the one-way transfer of information from 
teacher to the student. Since the adult learner has a wealth of experience and 
wisdom, the teacher becomes a facilitator in a mutual learning environment. The 
distances created between teacher and student in pedagogy is replaced with a 
community of learners and facilitators. 
3. Readiness to learn. In traditional pedagogy, the teacher decides what the 
students need to learn, and the curriculum is developed without initial input from 
the learner. Adult education is more learner-centered and the learner is more 
actively involved in deciding what will be taught: 
4. Orientation to learning. Children · have been conditioned to have a subject-
centered orientation to learning whereas adults tend to have a more problem or 
process-centered orientation. Children are able to focus attention towards future 
rewards while adults are primarily concerned with their present situations and 
interested in solving problems they experience on a daily basis. 
The chart below summarizes some key considerations for the adult educator. 
DISTINCTIONS BETWEEN CHILD AND ADULT LEARNING APPROACHES 
Key Ideas Child Adult 
The learner Generally dependent Self-directed 
The educator Identifies & defines problems Facilitates learner solving own problems 
Primary Educator Self /experience 
information source 
Motivation External Internal 
Time factors Future Present 
Over the years, both adult education and nonformal education have contributed a great 
deal to our understanding of how learning occurs. Formal education's shift to learner-
centered pedagogy helps to affirm observations that much of andragogy is simply good 
pedagogy. If agreed, then the headings on the matrix above can be changed to illustrate 
the distinction between traditional or instructor-centered education and learner-centered 
education. 
Adapted from Mullinix, Bonnie B., et al. (1989). Nonformal Education Manual. 
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HANDOUT 38.3 
MASLOW'S HIERARCHY OF NEEDS 
Need for 
Self-
Actualization 
Ego- Self 
Esteem 
Needs 
Love Needs 
Security Needs 
Survival Needs 
Attributes 
Develop to fullest potential; strong 
sense of individuality 
Respect and like for self and 
others 
Membership, acceptance, 
belonging, feeling loved and 
wanted 
Protection from physical or 
psychological threat, need for 
order and structure 
Food, water,~-- dalllimll. 
etc. 
Adult Learner Motivation 
Motivation is an important part of an adult's ability to learn. EnvironmAll'm:all diSDl*11•-• 
needs, and personal trauma can divert the learner's attention from the task al: 
Abraham Maslow is a renowned theorist in the field of humanistic psy·t"IVwv"' 
when discussing the dynamics of human motivation in general. Maslow sui;111• 
needs form a hierarchy that can be visualized as a stack of dependent lavitn; 
be fully attained until the lower level need is met. To further c:ornpliie:ale 
individual's position in the hierarchy may change from hour to hour, day 
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HANDOUT 38.4 
THE EXPERIENTIAL LEARNING CYCLE 
Adult Learning - Process and Styles 
An adult educator named David Kolb developed a model that integrates an experiential 
learning process with learning styles and provides a comprehensive theoretical guide for 
the adult educator. This model begins by describing four key steps in the learning cycle 
and provides a clear method to consider when designing programs for adults. Since adult 
learning is heavily based on previous experience, Kolb suggests the following types of 
learning that make up the adult learning process: 
1. Concrete Experience (Do It): The learner is involved in a concrete experience that is 
provided in training. The learner explores a new situation firsthand. The learner 
learns by demonstration, explanation, lecture, and the giving of facts by the trainer. 
2. Reflection and Observation {Think About It): The learner maintains concrete 
involvement but distances self, becoming reflective observer, taking a step back to 
observe and reflect on what the situation means to him/her. Learning occurs through 
question and answer periods, discussion, or individual time for reflection and work. 
3. Abstract Conceptualization (Think About How to Apply It): Based on reflection, 
the learner analyzes the situation and forms theories, generalizing from the particular 
to the hypothetical and general. Interaction with peers and the trainer helps the 
learner analyze situations. 
4. Active Experimentation {Try It Out): The learner formulates a plan or strategy to 
apply the newly attained information to his/her own situation. The learner needs to 
discover for him/herself the application of knowledge. 
This experiential learning cycle can be represented as follows: 
~CONCRETE EXPERIENCE~ 
ACTIVE REFLECTION 
EXPERIMENTATION AND OBSERVATION 
~ ABSTRACT CONCEPTUALIZATION ..,.__/ 
Learners who feel most comfortable immersing themselves in an experience may be the 
ones who most need to be drawn back occasionally, and helped to conceptualize their 
experience (and vice versa). People have a tendency, even in childhood, to gravitate 
towards one style or another. By the time that they are adults, they have firmly 
established their preferred way of learning and may not wish to move through this 
process in a stage-by-stage manner. The job of the nonformal trainer is to design 
programs that address each stage in the experiential learning cycle. Designing a 
simulation or practical experience without allowing time to reflect, discuss and process 
the experience will not give learners the chance to bring the learning into their daily lives 
and experiences, and the learning will be incomplete. 
Adapted from Mullinix, Bonnie B., et al. (1989). Nonformal Education Manual. 
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Session 4A: Adult Communication and Learning 
Goal: To review selected theories of communication and consider how they 
relate to training. 
Objectives: By the end of the session participants will have: 
1. Discussed two models of communication and how they relate to the 
learning process; 
2. Demonstrated and identified (through enacting a role-play), different 
examples of parent/child and adult/adult interactions; 
3. Considered the danger that parent/child communication poses for the 
learning process. 
Duration: 1 1 /2 hours 
Time& Activity Materials 
Technique 
10 minutes Big Fish/Little Fish - Facilitator breaks participants into 
Icebreaker two groups and co-facilitators lead participants in game of "big fish/little fish". Co-facilitators form circles of 
participants and stand in the center. As they face each 
participant, they must say "big fish" and hold up their 
hands in the opposite gesture (i.e., hands close 
together). The facing participant must respond with the 
opposite words ("little fish") and gesture (i.e., hands far 
apart). The facilitator moves around the circle randomly 
and frequently changing from "big fish" to "little fish ." As 
a participant gives the wrong answer, verbally or in 
gesture, she/he must take one step back and move 
outside of the circle. 
5 minutes Facilitator explains that there are many different issues 
associated with communication Gust as big fish/small 
Lecturette fish shows the confusion that comes when we don't 
communicate properly}. 
Facilitator introduces session goal and objectives. 
10 minutes Facilitator has participants break into the two groups as Handout 
Fishbowl I Role- follows: 4A.1: Role-plays fir play Preparation Group 1 (Volunteers): To review and prepare to perform Transadional (Small Groups) the role-plays on transactional analysis. Analysis, 
Group 2: To study the role-play observation sheet 4A.2: Role-
based on transactional analysis and prepare to identify Play 
the different roles when the role-plays are presented ObservaliDn 
back to the big group. Sheet 
Facilitator asks for 6 volunteers. A co-facilitator goes 
with this group, hands out the role-plays and has them 
quickly decide who will play each role. 
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Time& Activity Materials 
Technique 
Facilitator hands out Role-Play Observation Sheets 
(Handout 4A.2) to the remaining participants and 
explains to participants that they will see three role-
plays. For each, they are to observe carefully and 
determine which person is playing which of the roles 
shown. 
Facilitator's Note: In-depth questions as to why the roles 
are titled as they are (e.g., Adapted Child, etc.) should 
be deferred until the discussion after the role-play. 
10 minutes Volunteers quickly present 3 role-plays while other 
Fishbowl/Role- participants observe, using their observation sheets to 
olav identify players. 
15 minutes Facilitator asks participants to describe what they saw in Handout 
Discussion/ the role-play and to identify who was playing which role. 4A.3: Transactional Lecturette Facilitator's Note: If the roles are not clearly seen by Analysis 
participants, ask actors to repeat the role-plays. 
Facilitator then distributes handout 4A.3 on 
Transactional Analysis and talks participants through it, 
referencing the role-play as appropriate. 
15 minutes Facilitator divides participants into 3 groups and /Johari's 
Game/Small distributes game cards and boards. Facilitator then Window 
Group instructs participants to take the game cards and game cards organize Johari's Window; analyse their results; and and game 
discuss how this model of communication influences the boards (3-4 
process of adult training. Then prepare to report back to sets) 
the big group. 
15 min Facilitator asks one group to come and post their blank Handouts 
Presentation/ game board, and asks participants from another group to 4A.4: Johari's 
Discussion quickly post the pictures while the third group posts the Window 
words to create Johari's Window. Facilitator distributes 
Handout 4.4 and discusses with participants what 
Johari's Window says about how to interpret different 
communication relationships. 
Facilitator's Note: The name Johari comes from the first 
names of the two theorists who developed this model 
Joseph Luft and Harry Ingham. 
10 min Facilitator summarizes all the group reports, 
Summary/ emphasizing the major points. Facilitator then asks participants to brainstorm responses to the question: Brainstorm 
"Which types of communication are most 
productive/useful in a training situation? Why?" 
Facilitator's Note: Close session as participants identify 
Adult-Adult and Open Communication as the most 
productive. 
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ROLE-PLAYS FOR 
TRANSACTIONAL ANALYSIS: 
HANDOUT 
Parent/Child/Adult Communication 
CHILD-PARENT 1 
"Child" 1: You are on your way to work and your friend has come by to p"c:k 
You can't find your watch, but you aren't worried. You tell your friend to stay 
try to lighten things up by laughing and joking with him/her, asking: "After all, h 
expect me to know what time it is if I can't find my watch?" After a while, 
bothered by this constant nagging and just ignore him/her. 
"Parent" 1: You are on your way to work and have stopped by to pick up a · 
is looking for his/her watch (which you know to be important to him/her). You 
hard time believing how irresponsible your friend is and warn that you will both be 
work because of this. You tell him/her to hurry up and scold him/her for not being 
CHILD-PARENT 2 
"Child" 2: You are on your way to work and your friend has come by to p· 
You can't find your watch. You tell your friend that you are really upset. You are 
you put your watch right on the table, so someone must have moved it. You believe' 
this is not your fault, that people are always moving things around on you and """".,...'"' 
more difficult. 
"Parent" 2: You are on your way to work and have stopped by to pick up a · 
is looking for his/her watch (which you know to be important to him/her). Slhe see1m 
very upset so you tell her/him how concerned you are, while reminding him/her 
must get to work soon. You suggest nicely that it might be a good idea to try 
the important things early enough so that others are not kept waiting. 
ADULT-ADULT 
Adult 1: You are on your way to work and your friend has come by to pick you 
can't find your watch. You tell this to your friend and apologize for holding everyone 
You explain that you really need the watch today as you have many meetings 
activities. With your friend's · flelp, you find the watch in a few minutes and leave · 
for work. 
Adult 2: You are on your way to work and have stopped by to pick up a friend 
looking for his/her watch (which you know to be important to him/her). You thank 
friend for the apology, as you know that the time is short, and help by asking where 
watch was last seen and if you could help look someplace in particular. Together you , 
able to locate the watch in a few minutes and leave in time for work. 
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HANDOUT 4A.2 
ROLE-PLAY OBSERVATION SHEET 
Critical Parent who? Nurturing Parent who? 
D Scolds D Shows concern 
D Admonishes D Warns in a loving way 
D Warns D Admonishes tenderly 
D Criticizes 
Adapted Child who? Natural Child who? 
D Cries D Plays 
D Complains D Jokes 
D Gives excuses D Loses interest/Ignores 
Adult who? 
D Thinking 
D Cool 
D Reasoning 
D Sensible 
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HANDOUT 4A.3 
TRANSACTIONAL ANALYSIS: 
Communication Among Adults 
A Canadian doctor named Eric Berne (a student of psychologist Sigmund Freud) 
developed a way of looking at how adults. interact. He called his theory transactional 
analysis [Transaction - an exchange between two people; Analysis - a way of looking at 
or understanding something]. This theory says that since everyone has had a parent and 
been a child, and many have had a child and been a parent, we all have experience with 
these ways of interacting. He calls these ways of interacting 'states' - or Ego States. 
Everyone has three basic ego states: The parent, the child, and the adult. The way we 
act can show others which ego state we are in at a given time. Below are some of the 
behaviors you can observe that can tell you which ego state someone is in. 
Scolds 
Cries 
Thinking 
Critical Parent 
Admonishes 
Criticizes 
Adapted Child 
Gives excuses 
Parent (Ego St~te) 
Nurturing Parent 
Warns Shows concern Admonishes tenderfy 
Warns in a loving way 
Child (Ego State) 
Natural Child 
Complains Plays Jokes 
Loses interest/Ignores 
Adult (Ego State) 
Cool Reasoning Sensible 
To move someone from a child or parent ego state to an adult state can sometimes be a 
simple matter of recognizing (analyzing) the interaction (transaction), naming the 
transaction, and/or asking a sensible, rational question. 
Adapted from Vella, Jane in B. Mullinix (1989). Nonformal Education Manual. 
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HANDOUT 4A.4 
JOHARl'S WINDOW 
Open - Both parties know each other and 
trust each other enough to share 
information and problem solve 
together. 
Hidden - The insider does not know and/or 
trust the outsider and is unwilling 
to share information. 
Blind - Outsider can see issues, problems 
and solutions clearly, but the 
insider cannot see them at all. 
Unknown - Neither party knows or trusts 
the other, nor can they identify 
the critical information, issues, 
problems or solutions. 
Adapted from Srinavasan's interpretation of Joseph Luft and Harry lngham's model of communication in 
Tools for Community Participation. 
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Session 48: Group Dynamics (Human Behavior} 
Goal: To help participants to understand how human behavior affects group 
harmony and interactions. 
Objectives: By the end of the session participants will have: 
1. Identified behaviors and characteristics associated with at least 4 an· 
2. Compared animal behavior with human behavior; 
3. Discussed how this understanding of behavior applies to group dynamics.. 
Duration: 1Y2 hours 
Time& Activity Materials 
Technique 
10 minutes The facilitator introduces the session by asking Flipcharts, Markers. 
Brainstorming participants what they understand by the term: Masking Tape 
"human behavior." The co-facilitator lists the 
responses and relates them to the following 
definition: 
Human behavior refers to: 
* how human beings behave 
* how human beings carry themselves 
* the different characteristics of human beings 
10 minutes The facilitator explains to participants that they /Animal picture 
Introduction/ Small are going to engage in an activity in which they (elephant) 
Group Formation will discuss animal behavior and compare that Flipchart: sample behavior with human behavior. She then holds response grid 
up a picture of a monkey and asks participants 
what kinds of behaviors (good and bad) are 
associated with a monkey. After a few 
examples, she asks them if they have ever had 
a monkey in a group to which they have 
belonged. How did they know? 
Facilitator breaks participants into 4 groups and 
explains that each is to discuss the picture 
provided. They should be ready to record their 
findings on a flipchart grid like the one shown 
and present their findings to the large group 
within 30 minutes. 
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Time& Activity Materials 
Technique 
30 minutes Participants form groups of 4-5 and analyze one of /Animal pictures 
Small Groups the pictures provided (lion, ostrich, monkey and (lion, ostrich, donkey). They then write their responses on the monkey and (Pictures) flipchart grid provided. donkey) 
Co-facilitators rotate among groups answering Flipchart grids 
questions, clarifying the task as necessary and Markers, Masking 
warning participants when 5 minutes remain to Tape 
prepare for the presentation. 
30 minutes Facilitator asks participants the following Papers and 
Discussion/ questions: markers for each 
Pictures participant 
- Have you ever seen such behavior in groups 
you've worked with? 
- How can each of these behaviors be used to 
advantage in a group? 
The facilitator hands out paper and markers and 
asks participants to think about their own behavior 
in a group and to draw a picture of the animal that 
best represents their behavior (they may choose 
from any animals they know, provided they can 
describe how its behavior relates to them). 
Facilitator invites each participant in turn to share 
their pictures and explain why they chose that 
animal. 
10 minutes The facilitator concludes by asking participants: 
Discussion/ 
Closure 
- What have you learned in this session that will 
help you to facilitate a group? 
The facilitator summarizes the objectives for the 
session. 
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Ostrich 
Lion 
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ANIMAL PICTURES 
(to copy or enlarge) 
Elephant 
Donkey 
Monkey 
Nurturing Participation 
CHART ANALYSIS ON 
ANIMAL BEHAVIOR COMPARED TO HUMAN BEHAVIOR 
NAME OF ANIMAL: 
TYPE OF BEHAVIOR/ Animal Behavior Human Behavior 
CHARACTERISTICS 
GOOD/POSITIVE 
BAD/NEGATIVE 
.J 
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Session 5: Overview of Nonformal Training Techniques 
Goal: To provide participants with an overview of 20 nonformal education techniques. 
Objectives: By the end of the session participants will have: 
1. Discussed in depth and explained to others 5 different nonformal training 
techniques; 
2. Reviewed descriptions of 20 different nonformal education techniques; 
3. Experienced at least 6 different training techniques. 
Duration: 3 hours 
Time& 
Techniques 
15 minutes 
Jigsaw Introduction 
60 minutes 
Jigsaw 
Part I 
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Activity 
Facilitator explains that the purpose of the session is 
to get a brief overview of a wide range of nonformal 
training techniques and that they will use one 
technique {called the jigsaw technique) in order to do 
this. Facilitator then hands out cards and asks 
participants what is on the card {a number and a 
letter). Facilitator then has participants hold up cards 
referring to their number and stand to be broken into 
first groups. Facilitator explains that the purpose of 
the first group is to read through and become 
"experts" in the 5 techniques they have been 
assigned. They should keep their cards, as the 
second part of the jigsaw will place them in groups 
according to letter, where they will share what they 
have learned with people from other groups. 
Participants break into first {number-based) groups, 
read over, discuss and react to the set of 5 nonformal 
techniques they were assigned. [Group 1: 1-5; Group 
2: 6-10; Group 3: 11-15; Group 4: 16-20] 
They then design a symbol or picture to represent 
each technique discussed. Each participant copies 
these pictures. They then discuss and prepare an 
interesting presentation of the techniques for the 
other participants {their next group) - trying to use one 
of the techniques that they have studied to explain as 
many of the others as possible. 
Facilitator moves from group to group re-explaining 
the task and encouraging groups to think of 
interesting ways to share their techniques with their 
next group. Facilitator also explains detailed twists of 
critical incident and problem dramas (or socio-
dramas) to groups with case studies and drama. 
Materials 
/ Jigsaw cards 
- example for 20 
participants 
4 groups of 5 ..:> 
5 groups of 4 
{cards: 1A-E to 
A-E). 
Time& Activity Materials 
Techniques 
80 minutes Participants reform groups by moving into letter 
groups. Each group member has 10-12 minutes to 
Jigsaw present their topics to the other participants. 
Part II 
25 minutes Facilitator provides full handout to participants, leads Flipchart/ 
a discussion of the experience and answers any markers(?) 
Large Group questions participants might have about techniques of their uses. Facilitator also highlights similarities Discussion between techniques, and how critical incidents and 
picture dramas or problem dramas (also called socio-
dramas) are similar to and different from case studies 
and drama (length and involvement) that have been 
used in training so far. 
Participants Prepare Group Activity 
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HANDOUT 5.1 
NONFORMAL TRAINING TECHNIQUES 
1. Brainstorming: This technique encourages active and imaginative input from 
participants, and taps the knowledge and expertise of the particip'ants. The facil itat-
or's role is to encourage all participants to say the first thing that comes to their minds 
and to keep ideas flowing quickly. Brainstorming is used to help focus or clarify activ-
ities, or generate information that can help begin a topic. 
Process - The facilitator asks a question on a topic to be investigated. The 
participants are asked to draw upon personal experience and opinion and to 
respond with as many ideas as possible. As participants put forward their ideas, 
each idea is recorded on the board without rejecting any. Thereafter, the group 
analyzes the information collected. 
Advantages - It promotes creativity in finding solutions to problems. It is 
particularly effective in opening sessions to establish goals, objectives and nonns 
for training programs. 
2. Case Study: This technique encourages participants to analyze situations they 
might encounter and determine how they would respond. A case study, basically, is 
a story written to show a detailed description of an event, followed by questions for 
participants to discuss. It can range from a paragraph to several pages in length. 
Stories of people with similar problems in other villages make ideal subjects for case 
study analysis. The case study should be designed in such a way that the story is 
relevant to participants, and they have enough time to read, think and discuss. 
Process - The facilitator hands out a case study that describes a relevant situation 
or problem to be addressed. Participants read the case study. Participants are 
either broken up into small groups or may stay in the large group to discuss the 
story. The instructor facilitates questioning and finding approaches to alternative 
solutions. 
Advantages - It encourages participants to explore ideas, and to identify alterna-
tive behaviours and solutions to situations and problems they might experience. 
A Critical Incident is a variation on a case study. It is short (seldom longer than a 
couple of paragraphs), describes a critical situation, and ends with a single question 
usually addressing what should be done to solve the problem. As it is short and problem-
oriented, it need not always be handed to participants in written form. 
3. Demonstration: This technique is used to allow participants to see how something 
should be done. A demonstration brings to life some information that has been pre-
sented in a lecture, discussion or explanation. For example, a discussion of how to 
apply fertilizer may not be nearly as effective as a direct demonstration of how to do 
it, which participants can both see and try for themselves. 
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Process - The facilitator should explain the purpose of the demonstration. Facili-
tator demonstrates the procedures or new behavior. Participants are encouraged 
to ask questions and engage in discussion. The participants practice what has 
been demonstrated. 
Advantages - Participants' active involvement in trying what the facilitator has 
demonstrated shows if they have correctly understood and strengthens memory 
retention of this information. 
4. Drama: When people come together and act out parts, they are often able to say 
more than they might in a normal discussion. Drama can be an interesting, 
entertaining and, most of all, effective way to get people to discuss and solve 
problems. Since dramas (plays or skits) identify the specific ideas/messages to be 
presented by actors (i.e. they have scripts), they are often best used when key 
messages or complex information need to be shared. 
Process - Once a problem has been identified, participants can come together, 
write and act out a play for either the class or the community. The drama they 
depict should present the main ingredients of the problem, but no solution. After 
(or even during) the play, they can ask the audience (people watching) for advice 
on what to do. Following the play, actors and audience alike discuss the problem 
and come up with ideas for action they can take to solve it. Problems might be as 
simple and local as people coming late, or talking that disrupts the entire class; or 
as complicated as the different sanitation and nutrition problems that affect village 
health and, ultimately, development. 
Advantages - Generally, all facilitators have to do is to encourage a small group 
of participants to try this technique with the whole class. It is usually considered 
such fun that, given the opportunity and a bit of encouragement, participants will 
begin to do these on their own. Trainers may even consider using this as a way 
to have participants help to present new material from a lesson. 
5. Field Trips: This technique allows participants to see how something is done first-
hand. Facilitator finds a place outside of class in which participants can see, in real 
life, something that has been discussed in class. Field trips should be well planned 
and designed to help stimulate the interest of the participants. 
Process - Participants should be briefed on field trip -- location, time and purpose 
of the trip. The participants and the facilitator should make up a list of questions 
or observations that participants can use during the field trip. Following the field 
trip, participants should discuss and analyze what they have seen. 
Advantages - Field trips expose participants to how information discussed in 
classes can be applied in real life. 
6. Film Shows: Film shows/videos can be specially arranged for participants to view. 
Process - Trainers should select films according to interests of participants and 
topics under consideration. Participants should be introduced to the film and 
viewing should generally be followed by a discussion of the film and the informa-
tion it contained. 
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Advantages - Film shows are generally quite entertaining and easily capture the 
interest of participants. If well done, films can capture in a short amount of time, 
information that might otherwise take months to cover. It can capture in moving 
pictures and words images that make stronger points than an instructor or 
resource could ever do in a lecture. 
7. Fish Bowl: This technique provides a physical structure that allows participants on 
the "outside" to see something being done on the "inside". Participants may observe 
a role-play or an actual situation such as a discussion or a planning meeting. 
Process - Trainer helps break participants into two or more groups. A small group 
performs some action or activity in the center of a larger group. The outer group 
of participants is asked to observe and analyze the interactions of the inner group. 
Advantages - As with a fish placed in a bowl of water, participants can see what is 
happening and discuss what they see. A fish bowl focuses on the observation 
and feedback done by the outer group on the information supplied by the inner 
group. 
8. Games: Games are structured activities that have 1) a certain number of players 
who are 2) working in a special situation 3) to accomplish a task 4) according to 
certain rules. 
Process - Trainers can easily invent games that help participants to learn 
information or practice skills learned, as way of review. If you do decide to 
develop a game, make sure that it has all of the components described above. 
As you dev~lop a game, here are some tips to remember: a) To be good and 
useful a game must be well thought out, so set aside some time to develop and 
test the game; b) If you decide to award points, do so for right answers, but do not 
take away points for wrong answers - this can discourage adults from 
participating; c) Try to involve participants in developing the games, (e.g., let them 
come up with the questions); and d) Keep participants working in teams so that 
quick learners play alongside slower learners and no one individual ever wins. 
Advantages - Games are generally fun and effective ways for participants to learn 
new skills or practice skills they have recently learned. Good games can be 
challenging and effective ways of involving even the most hesitant of learners. 
9. Icebreakers/Energizers: This technique is used to introduce participants to each 
other or to help them to relax, wake up, or recapture their wandering interest. As its 
name implies, the icebreaker warms the learning environment to the point that the 
"ice" keeping participants from interacting with each other is broken up. 
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Process - This technique is usually short and has no specific form. It is how it is 
used. that makes it an icebreaker. A joke, short game, or physical activity of 
some sort can all be icebreakers. For example, to begin a class with new partici-
pants you might randomly pair off participants and have them work in pairs to find 
out as much as possible about each other in five minutes. Each participant then 
introduces his/her partner to the rest of the group. Other examples of icebreakers 
include: having participants draw a picture which describes something about 
themselves and then explaining it to the group; solving a puzzle together; or 
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taking a "blind walk" in which one person (whose eyes are closed) is led by a 
partner's verbal instructions. 
Advantages - An icebreaker actively involves all participants in an active role. It 
should be fun and create an initial bond between facilitator and participants. 
10. Jigsaw Technique: This technique is used to help participants to master different 
pieces of information that, when put together, cover a complete topic. 
Process - To do this, the large group is divided into smaller groups in two stages. 
The first groups' focus is on learning a part of the picture, the second groups' 
focus: on piecing this information together. In the first part of the jigsaw, each 
smaller group is assigned to learn a different aspect of the chosen topic. Each 
group spends time working together until every member has mastered the topic 
assigned to her/his group well enough to teach it to others. When these first 
groups are finished, a second set of groups is formed ensuring that they contain 
at least one representative from each of the original groups. In this second part of 
the jigsaw, each "expert" member (representatives from the first group), shares 
his/her topic information. By the end of part 2 of the jigsaw, each group has had a 
chance to learn all the "pieces" of information and develop an understanding of 
the whole topic. The jigsaw ends with the entire large group reforming briefly to 
discuss, field questions and reflect on the process. 
Advantages - The jigsaw technique provides an opportunity for people to learn a 
topic and then immediately afterwards to teach it to others. This technique 
encourages cooperation rather than competition. It is an effective way to give 
individuals training experience and to bolster participant confidence in their own 
knowledge and teaching skills. 
11 . The Kitchen Concept: This technique was given this title as it was used · and 
developed in Nigeria. It involves using local community resource people to share 
knowledge with learners about something with which they have actual experience. It 
is a variation on the field trip or guest speakers, but with a particularly effective twist. 
Process - For example, if learners in a literacy class are studying about keeping 
livestock, it may actually be better if they hear from someone in their own 
community who has been successful at it. An extension agent may still come and 
follow up with more information, but the neighbour who actually does what is 
being discussed can make the biggest impression on learners since he/she can 
show them what is truly possible. Moreover, learners can do more than "talk" 
about a topic; they can possibly go on a field trip to visit the person and actually 
see how things should be done. In some cases, people in the literacy class may 
have skills they can share with other learners. 
Advantages - It is often said that we should appreciate and use the knowledge 
and experience of adult learners. The kitchen concept puts this idea into practice. 
12. Lecturettes: Lecturettes are short forms of a lecture, which are used to highlight key 
points of content. They differ from traditional lectures in that they often incorporate 
participants' interactions and, at times, give the impression of a discussion. They are 
useful as introductions to topics and to experiential activities. Lecturettes seldom last 
longer than 15 minutes. 
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Process - Review or read through the information that )10.I want to present. Write 
out an outline of the key points that you want to cover. Consider what visual aids 
can help your presentation and prepare them in adtlance if possible. Identify 
points where you can involve participants through questioning, discussion, or 
other activities. Practice and time your lecturette to make sure that you have not 
prepared either too little or too much for the time alk>tted. As you present your 
lecturette (or any lecture), keep an eye on the participants and make sure that you 
are holding their attention. If people start to drift off, do something. A lecturette is 
only effective if you are able to keep participants listening. involved, and aware of 
the points you are trying to share. 
Advantages - Lecturettes can provide detailed and specific information in a short 
amount of time. 
13. Role-plays: This technique encourages participants to explore solutions to situations 
or problems under discussion. It is a small, often unrehearsed drama where par-
ticipants are given roles that they are to act out. There is no ' script' given, or particular 
words that participant-actors must say. A description of the situation is given, plus the 
positions they should take, what they might do or opinions they should express. 
Process - Roles may be set up by the facilitator, or participants may make up their 
own. The description of a role-play can be given orally or by handout. 
Participants acting in the role-play should be given time to prepare. Participants 
act out the role-play as the characters they are portraying. Afterwards, the 
facilitator leads a discussion and analysis of what was seen or felt by participants. 
'Actors' are given a chance to describe their roles and what they were doing, to 
see if it matches what participants observed. Participants then discuss how what 
they saw relates to their own lives and situations they encounter. 
Advantages - Discussions following the role-play can center around the role, 
opinions and actions of the characters presented, and thus avoid criticism of the 
participants themselves. This technique is entertaining as well as educational, 
and improves participants' skills of expression and observation. 
14. Panel Discussions: This technique allows participants to gather information on 
several new topics at a time from visiting "experts" or "authorities" on the topics. It 
encourages critical and informed questioning from participants and interaction 
between guest speakers and participants in exploring a given topic. 
Process - "Experts" or "authorities" are identified and invited in front of the group. 
The trainer (or pre-designated participant) acts as moderator (facilitator) of tile 
panel discussion by asking initial basic questions of panel members a 
encouraging participants to ask questions of panel members. 
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Advantages - This can be a good opportunity to invite guest speakers (up to 3 
4 at one time) into the training setting. It offers participants a different foonat 
information transfer and a change from the trainers as the focus of att·, ...-.tin.... 
Also, it can give participants contact references for future work in the field. 
design your sessions in such a way that the participants become the ·r:e, !S·idl!!l111 
experts' on a given topic, then they can experience a distinct fi 
involvement and accomplishment on the topic. 
15. Peer Training: This technique allows participants with expertise in a certain field to 
help in the training process, and gives participants a chance for hands-on training of 
their peers. 
Process - Trainer solicits participant assistance in training, asks for areas of 
expertise, and/or assigns participants topics to be researched, prepared and 
presented. Alternately, a participant(s) might work together with the trainer to 
conduct a training session. During the presentation, other participants are 
encouraged to participate actively as in any other session, respecting their fellow 
participant as the 'trainer' and lead facilitator of learning during that session. 
Advantages - Peer training can help participants to network for future cooperation, 
collaboration and support. It takes the role of "expert" away from the trainer and 
gives the authority and control of learning to the participants. 
[Note: though rewarding, the preparation for peer-training activities can be especially time 
consuming.] · 
16. Pictures: Many training activities can benefit from incorporating a creative 
component to enhance participants' expression of ideas. Drawing pictures (as a 
group or individuals) encourages participants to express their opinions and feelings 
symbolically. 
Process - Trainer identifies a focus for the drawing and breaks participants into 
groups, telling them how much time they have to complete the drawing. Trainer 
explains that the quality or technical expertise of the drawing is not important, that 
it is the ideas that are contained in the drawing that are of importance. As long as 
participants can explain what they have drawn to the group, it need not even be 
recognizable. They should think of the drawing as shorthand notes that record 
their discussion. Trainer goes around to groups encouraging them. Trainer calls 
participants back together and asks them to post, share and explain their 
drawings to the large group. Trainer keeps comments and discussions light-
hearted and downplays negative criticism. 
Advantages - If this is done well, it helps trainer/participants to overcome their 
aversion to drawing. This can be a light-hearted and enjoyable activity to access 
affective (feeling) dimensions of participant response. Since future 
trainers/instructors should be willing to make additional support materials, they 
should also have practice drawing in a non-threatening situation. 
[Note: there is usually hesitation in participating in this activity. Placing participants in 
groups allows them to choose one artist to render their ideas, or to work together to draw 
them out. If trainers are careful to encourage and help participants get over their initial 
hesitation, this activity can be quite rewarding.] 
17. Simulations: This technique is used to involve participants directly in an experience. 
A simulation is a model of reality created so that participants can see the effect of 
certain actions on a given situation. This can be done through a carefully prepared 
board game or an expanded fish bowl/role-play activity that involves all participants. 
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Process - Identify a situation that you wish participants to experience. Co · 
the main issues that you want them to understand. Think of a number of actions 
that could be taken to respond to these issues and possible outcomes of such 
actions. Use these as guidelines to prepare a board game or extended role-play 
activity that will actively involve the participants in the situation you have 
identified. Try the simulation out to see if participants are truly experiencing the 
essence of the situation as you had hoped. Adjust your simulation accordingly. 
Advantages - By simplifying and simulating real life situations, participants can 
discover the relationships between various forces and the effect of different 
actions on those forces. They can develop a feeling for how to act in certain 
situations. It can be a very good mechanism for introducing information (about 
development activities, etc.) and developing problem-solving skills. 
18. Songs and Dances: Song and dance is a vital part of traditional culture and has 
long been an entertaining learning tool. Words from songs carry messages that can 
stay with learners for years, and dances offer activity that can add an element of fun 
and action to a literacy class. An instructor can easily encourage learners to create 
songs and dances that capture a message, key sentence, or even the way letters 
should be written. These songs can then be shared with other learners. A class may 
even have an informal competition to see who can come up with the best-liked song 
and dance. 
19. Small Groups: It is often necessary to break a large training group into small 
groups in order to facilitate discussion, problem-solving, or team activities and tasks. 
Process - A specific task is assigned to smaller groups (the task may be the same 
or may be a different task for each individual group). The purpose of the task is 
clearly stated and a time limit imposed. How the group's work is to be presented 
is clearly defined, and shared responsibility for presentation is given to all 
members of the group. Following these instructions, the task is carried out. The 
small groups come back together and results are presented to the whole group. 
Advantages - The smaller the group, the greater is the chance for individual 
participation. The more small groups there are, the better are the chances of 
coming up with interesting information and more solutions to problems. 
20. Buzz Session: This is a special type of small group activity that is used when 
participants need to discuss a topic, express opinions and come to some sort of 
consensus. 
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Process - As with any small group, the main activity and/or questions are 
introduced in a large group. The facilitator then divides the participants into 
smaller groups of 3 or 4 each. Each participant then shares his or her view in the 
small group and it is recorded. Participants' views are then consolidated within 
small groups and shared with the large group. 
Advantages - It gives each person has a chance to "talk through" a topic. Buzz 
sessions allow participants to become more actively involved in describing their 
opinions in small groups before bringing those ideas to the larger group. They 
help to build self-confidence. 
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FORMING SMALL GROUPS 
There are many different ways to break participants into small groups: most of these are 
quite simple and straightforward. The most important thing to remember is that you 
should continually change the way you do this. Since small groups are used quite a bit 
during the training, the more variety you can use in breaking people up, the more 
interesting you can make this process for the participants. Here are a few examples of 
different ways to break a large group into smaller groups. 
• Count off - Have participants count off, one after another, by number (1, 2, 3, ... ), 
letter (a, b, c, ... ) or any other grouping labels that you identify (supervisor, 
instructor, learner, ... ; cow, chicken, goat, ... ; etc ... ). Give them an example or help 
them to begin by explaining carefully how many groups they should form. 
• Use cards - Prepare cards that can be passed out face down or selected by 
participants to help them form small groups. Write numbers, letters or group 
names on the cards or use cards of different colors. This technique provides 
varied and more random groupings than counting off and is particularly necessary 
when forming groups for jigsaw, where each participant from the first part group 
must be in different second groups. 
• Use found objects - bottle caps (different types), sticks, stones, pencils, pens, 
beans, corn kernels, and many more small objects can be coJlected, placed in a 
basket, hat or small box and passed around to allow participants to pick on object. 
Make sure to count carefully and evenly the number of objects included so that 
there are sufficient objects for each participant and groups are of the correct 
number. 
• Use team forming strategies - Ask for volunteers, elect, or otherwise identify 
individuals to serve as team leaders. Have these individuals choose other 
participants to join them on their team. You may even choose to provide 
guidelines for each round of selection (someone you know, someone you don't 
know, someone wearing blue, someone tall, etc.) or have each new team member 
choose the next team member. 
• Use areas/seating arrangements - Divide participants into small groups 
according to where they are seated. Unless you are able to keep participants 
changing seats, do not use this technique too often, as you will end up with similar 
groups. 
• Use personal characteristics of participants - Divide participants accord-
ing to where they come from, their background and experience, sex, or other 
relevant characteristics. Use these characteristics to create small groups with 
similar participants or a balanced mixture, depending on the task and purpose of 
the small group. 
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Session 6: Analyzing Training 
Goal: To acquaint participants with a variety of training analysis techniques. 
Objectives: By the end of the session, participants will have: 
1. Explored or discussed at least three techniques for graphically 
analyzing training designs; 
2. Discussed how participation, directiveness, and movement can vary 
with technique and session design; 
3. Applied the three squares assessment technique to different training 
sessions and techniques. 
Duration: 1 hour 
Time& Activity Materials 
Technique 
5 minutes Facilitator has participants pick cards to break into 3 /Cards with 
Introduction/ 
small groups, by distributing cards (with squares, squares, cups or 
cups or arrows), and hands each group an envelope. arrows on them. 
Small group Facilitator explains that each group will be learning /Envelopes: 
formation about a different training analysis technique and how 1. 3 squares of it relates to the training techniques and sessions they Participation 
have experienced thus far. 
2. Cups of 
Directiveness -
with 2 sets at 6 
cards each. one 
card for each 
cup desaip . 
3. Arrows of 
Movem 
10 minutes Groups work on their own to complete the tasks 
Small Group/ 
outlined in their packets. Co-facilitators move 
through the groups, listening and assisting only when 
Matching Game asked or necessary to clarify a point. 
10 minutes Facilitator invites groups to report out their findings 
Masking tape or 
Pre-stick; 
Report Out by briefly sharing the technique they learned in their Remaining group. Handouts for" 
analysis u:::U • .;..._ 
for other 
participants_ 
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Time& Activity Materials 
Technique 
5 minutes Facilitator explains that these symbols and pictures / Prepared Flipchart 
--
can be used to summarize and analyze the basic with directions for 
Lecturette/Small design of a session. small group activity 
Group listed. 
Formation Facilitator then distributes a full set of symbolic 
design summaries for the first 8 sessions of the Symbolic Design 
training, noting that technique pictures used are Summaries 
those developed by previous participants from 
various countries in the world (primarily African and [Facilitator's Note: 
North American). Make sure to mask 
out the session 
Participants are then asked to form three small reference numbers 
groups making sure that each has a least one before photocopying 
representative from each of the first three analysis the Design 
groups. Summaries for 
distribution. I 
15 minutes Each group is then given two session plans (different Copies of two 
sessions) and asked to complete the following tasks different session 
Small groups in their small groups: plans to each group 
1. Identify the matching symbolic design for (copied from and representing the first 
each session assigned; 7 plans) 
2. Consider why each square, cup and arrow 
was selected and how/if it fits the session 
design 
3. Look to see if you can identify any patterns 
in the design. 
15 minutes Facilitator invites participants to share which Copies of two 
symbolic design summary matches which session different session 
Report Out/ and marks the responses on the prepared flip chart. plans to each group 
Discussion Facilitator helps participants to discuss the patterns {distributed from the 
they saw and whether they agreed with the symbolic first 7 session plans 
design summaries, making sure that the following of the ToT) 
points are addressed: 
/ Prepared Flipchart 
• How a technique is used within a with large version of 
session step or activity will determine its symbolic design 
square, cup, and arrow~ summaries with 
While most techniques have a dominant 
space for session 
• numbers. 
square and arrow, it is possible for the 
focus of participation, or the way 
movement impacts the session, to shift 
to another square or arrow depending on 
how the session has been designed. 
Nurturing Participation page45 
Time& Activity Materials 
Technique 
• While there is often a range of cups 
possible for any technique, a deep 
analysis and understanding of the 
session step and activity description 
makes it possible to assign a single (or 
possibly two) numbers to the cup to 
accurately repres.ent how the technique 
is used and described in that particular 
activity/step within a specific session. 
• Some of the patterns that should be 
evident in NFE and participatory training 
over time include: participation 
increases; directiveness decreases; 
movement and techniques vary. 
Facilitator closes session by noting that symbols can 
help us to see patterns and analyze more quickly 
than text, and asking participants to think of 
examples in literacy learning where symbols and 
pictograms can help communication and build 
literacy skills. 
Facilitator Note: If there appears to be confusion about "directiveness" (often the most 
illusive concept), ask participants to brainstorm synonyms for the words "direct/directive,. 
(guide, steer, instruct), and then discuss how directive the facilitator was in gMng 
instructions for the cup activity. (If necessary, remind them that the facilitator said 
'place the pictures in a logical order' - they were not told whether the order should be 
from least to most directive. They should be able to determine that this level of dinectJIDn 
together with the directions on the cards would place this activity at a cup 4 - or 3). 
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INSTRUCTIONS TO TRAINING ANALYSIS GROUPS 
SQUARES ANALYSIS OF PARTICIPATION 
You have 10 minutes to complete the following tasks: 
1. Briefly review and discuss the handout on the Three Squares Analysis of 
Participation 
2. Consider each following technique and which square you would match to it 
(be prepared to explain why you selected each): Discussion, Simulation, 
Case Study, Lecturette, and Panel Discussion. 
3. Prepare a flipchart and be ready to briefly (2-3 min) explain your analysis 
technique to the group. 
CUP ANALYSIS OF DIRECTIVE NESS 
You have 10 minutes to complete the following tasks: 
1. Divide into two smaller groups 
2. Briefly review and discuss the handout on the Cup Analysis of 
Directiveness 
3. Consider how the cups relate to the two sessions from this morning. 
4. Prepare a flipchart and be ready to briefly (2-3 min) explain your analysis 
technique to the group. 
ARROW ANALYSIS OF MOVEMENT 
You have 10 minutes to complete the following tasks: 
1 . Briefly review and discuss the handout on the Arrows Analysis of 
Movement. 
2. Consider the following techniques and which square you would match to it 
(be prepared to explain why you selected each): Role-play, Brainstorming, 
Lecturette, Small Group/Critical Incident, 
3. Prepare a flipchart and be ready to briefly (2-3 min) explain your analysis 
technique to the group 
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HANDOUT 6.1 
The Three Squares Analysis of Participation 
Participation* 
Primary 
colol 
Orientation 
(emphasis) 
Notes: 
Facilitator Box 
greatest participation 
by facilitator 
red (or light) 
top left 
Equal Participation Participant Box 
equal participation, greatest participation 
responsibility, guidance by participants 
and input from facilitator 
and participants shared 
1/2 red (or light), 1/2 green (or dark gray) 
green (or dark gray) 
equal bottom right 
* This concept has been adapted from Srinivasan, Lyra, Tools for Communitv Participation. 1994, to 
reflect/support participation rather than focus on controVdomination. 
t While red is the color recommended to be used in training sessions (as it is the marker combination 
provides an effective visual contrast), a lighter peach tone has been used here to allow for contrast 
when photocopying and sharing handouts. 
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I ~ 
The Cup Analysis of Directiveness 
? 
Do what you like 
with the cup 
Put something 
in the cup 
Put some liquid 
in the cup 
Put some tea 
in the cup 
· Fill the cup 
with hot tea 
Fill the cup 
to the top 
with hot tea 
Least Directive 
3 
5 
Most Directive 
Cup Analysis adapted from Srinivasan, Lyra, Tools for Community Participation, 1994, p. 156. 
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HANDOUT 6.3 
The Arrow Analysis of Movement 
I 
Active Movement -
Participants are primarily active 
and moving throughout the 
technique/session. 
Some Movement -
Participants move to new locations 
or between groups but are then 
mostly stationary throughout the 
technique/session. 
No Movement -
Participants remain where they 
are and there is little or no 
movement during the 
technique/session. 
Nurturing Participation 
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Session 7 A: Planning a Training Program 
Goal: To identify steps and categorize considerations involved in planning a 
training program. 
Objectives: By the end of the session participants will have: 
1. Identified issues or considerations in planning a training program; 
2. Defined and discussed the eight steps of planning; and 
3. Matched the planning considerations identified to the appropriate planning 
steps. 
Duration: 1 1/4 hours 
Time& 
Techniques 
15 minutes 
Brainstorm 
10 minutes 
Discussion/ 
Lecturette 
Activity 
Participants are asked, "What do you need to think 
about in order to plan properly for a training 
program?" 
Facilitator writes these on flipchart and solicits 
more responses until s/he is sure that there are 
some to match each of the 8 questions shown 
below. 
Facilitator shows a flipchart with the 8 planning 
steps in a stair pattern, showing how the steps 
support planning for training. Steps should include: 
Who 
Why 
When 
Where 
What for 
What 
How 
How Much 
Materials 
Flipchart and Felt 
Markers 
/Prepared 
Flipchart: with 8 
steps of planning 
(and room to write 
key points of 
definitions) and 
Markers 
HANDOUT 7A.1 
PLANNING STEPS 
Who 
Why 
When 
Where 
What for 
What 
How 
How much 
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1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
HANDOUTl 
PLANNING STEPS AND SAMPLE CONSIDERATIONS 
Who: Who will be involved in the Training? 
Participants 
Facilitators 
Resource Persons 
Why: Why have this training? 
Reason for having the training program 
The Needs 
When: When and for how long is the training planned? 
Dates and Time 
Duration 
Where: Where will the training take place? 
Venue 
Accommodation 
Environment 
What for: What will the training accomplish? 
Goals and Objectives 
KAP 
What: What will be covered during the training? 
Topics/Content 
Support Material 
Curriculum 
How: How are you going to do it? 
Curriculum and Methodology 
Language 
Transport 
How How much will it cost? 
Much: Financial Budget 
Size of Group 
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Session 78: Considerations in Designing a Training 
Program 
Goal: To discuss issues relating to scheduling, designing and implementing 
training. 
Objectives: By the end of the session participants will have: 
1. Discussed important considerations in scheduling the training program; 
2. Reviewed the components of a training (activities, time frame, etc.) 
3. Practiced how to lay out a schedule for a training program; and 
4. Identified various elements to consider in setting the climate for training. 
Duration: 2 hours 
Time& Activity Materials 
Technique 
10 minutes Facilitator asks participants: Flipchart and 
Brainstorm "What goes into a training schedule?" markers 
Responses should include: activities/session titles; 
time (including breaks/meals); sequence, and 
person(s) responsible. 
45 minutes Participants break into four small groups while Handout 78.1: 
Case Study/ facilitator hands out a scenario for a 1-day workshop Case Study for 15 NGO literacy workers on "Learner-Generated Scenario Exercise Materials." Facilitator explains that their task will be to 
take the information provided and devise a schedule Flipcharts & 
for the training program. markers 
30 minutes Small groups report back and share their schedule. 
Report OuU Participants compare, contrast and discuss differences 
Discussion in group schedule choices. 
Facilitator's Note: While many answers are possible, 
participants should avoid splitting sessions. The most 
common and logical order for this case is Importance 
¢who ¢methods ¢tools ¢practice. 
10 minutes Participants divide into pairs after facilitator asks: Can 
Individual Sharing you remember a training situation in which you felt uncomfortable? Why did you feel uncomfortable? Ask 
a volunteer to share response with whole oroup. 
20 minutes Facilitator leads participants through a discussion of 78.2 Discussion 
Discussion climate setting. Notes on Climate Settino 
5 minutes Facilitator reviews the session topics with participants, Flipchart and 
Summary/ highlights the need for flexibility, and emphasizes that markers sequencing and scheduling issues should be closely Conclusion related to the goals & objectives of a training program. 
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HANDOUT 78.1 
CASE STUDY SCENARIO: 
Learner-Generated Materials Training 
for Literacy Workers 
You are a training officer for the People's Empowerment Resource Center (PERC), an 
NGO that provides literacy education to local communities. Your director has asked you 
to prepare a one-day training workshop on producing Learner-Generated Materials for 
15 NGO literacy workers. During the needs assessment, it was determined that the 
literacy workers cannot arrive for the training until 10:00 am, but they are willing to stay 
until 5:00 pm. 
From the discussions and interviews with field workers about their needs and your 
knowledge of the topic, you have decided on the following session topics and estimated 
how long you will need for each: 
Sharing and evaluating learner-generated materials 
Types and advantages of learner-generated materials 
Techniques for generating ideas for literacy materials 
Uses of learner-generated materials in supporting 
Literacy learning 
Practicing how to develop learner-generated materials 
Task 
Time allocated 
1 1/2 hours 
30 minutes 
30 minutes 
1 1/2 hours 
2 hours 
Your task is to lay out a schedule for this training. Justify the order you have chosen for 
the topics, list the times for each session (i.e. when you will start and end each session), 
and identify the type and timing of meals and/or breaks. 
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HANDOUT 78.2 
CLIMATE SETTING 
The Physical Setting 
Trivial though it may seem, physical surroundings can have a significant effect on the 
work of the group. Below are just a few considerations to keep in mind: 
Is the environment comfortable? When possible, the seats should be 
comfortable, the room should not be too hot or too cold, and it should not be too 
noisy. More importantly, the location should be a place in which participants feel 
emotionally comfortable, i.e., not so formal that they feel out of place or so far away 
they have difficulty reaching it. 
Arrange chairs so everyone can see everyone else. Nonformal educators 
often prefer sitting in a circle rather than using tables and chairs, which seems too 
much like "school." Whatever furniture is used, it should be easily moved so that 
people can work in small groups. Some groups may prefer sitting outside under a 
tree. If there are two facilitators, each may sit at different ends of the room so that 
attention is not directed to the facilitators in the center. If it is not culturally 
appropriate for men and women to sit together, allow for homogeneous clusters. 
Think carefully about the actual location in which the training is being 
held. Will any group member feel uncomfortable in that setting? Will it allow 
certain people to feel more powerful because they are on "home turf?" If possible, 
choose a neutral place. 
The Emotional Setting 
In her book, Learning to Listen, trainer Jane Vella suggests that trainers/facilitators 
consider the following, especially during the early phases of a program: 
Find out what "respect" means to community members. The level of 
respect between the participants and the trainer is central to the quality of the 
process. Trainers should ask participants about situations where they have felt 
disrespect from outside trainers. Often they may speak from a deep emotional level 
since being slighted, put down, or even insulted can evoke powerful feelings. Vella 
feels there is a strong sense of fellowship that builds up when individuals recognize 
that others in the group have had a similar experience. The group can examine 
these incidents to find out why they occurred. In a few cases, the person who was 
disrespectful may not have been aware of it at all. 
Visit people's homes as a guest. This encourages a relationship of equals. 
The local people are the hosts; the hierarchical teacher-student role can be broken 
before it 'solidifies' in the classroom situation. As time passes, reciprocate and have 
participants visit the facilitator's home. 
Referencing Vella, Jane In Mullinix, Bonnie B., et al., (1989) Nonformal Education Manual. 
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Spend time on greetings and introductions. Use icebreakers as opening 
activities. Learn everyone's name early, even if it requires extra time. During the 
early part of a session or workshop, use people's names often. To help in 
memorizing, write down the names according to where people are sitting or use 
name tags (if everyone is literate). 
Share experiences early. Talking in small groups can be less intimidating, 
especially at the beginning. Questions can be simple at first: What do you like to be 
called? Tell us about your family. Why did you come to this program? What would 
you like to learn? 
Encourage everyone to participate. Make sure to structure the first activities 
so everyone has a chance to talk. 
Other Considerations in Setting the Climate for NFE Group Work 
Allow time for mutual planning. Allow people to add their own agenda items. 
Ask them to make a list in response to the question: "What do you hope to have 
happen in this class before it is over?" Compare the group's agenda to that of the 
trainers. Allowing the group to make adjustments based on their needs and interests 
can increase their self-esteem and improve motivation. 
Plan activities according to the time of day. Each day has its high energy 
and low energy times. These are dependent on climate, culture, local tradition, the 
growing season, related agricultural work and more. Complex cognitive information 
may be best taught during high-energy times (often in the beginning of the day) 
when people are fresh. Afternoons often benefit from interesting, active, "doing" 
oriented sessions. In the evening, when people may be tired, slide shows or dramas 
may be a better choice. 
Go from easy to complex. Start out with easily achievable goals and move to 
those that are less familiar or more difficult. 
Plan activities based on the group's learning styles and always provide 
variety. Vary the small groups in which people work, the kinds of activities and. 
when possible, the setting. This may be as simple as rearranging seats or taking the 
group on a "field trip." Be aware of the group's own unique pace. Some groups 
like to do things more slowly than others. Some people learn best by hea.rWlg 
information, others by seeing visual representations of the information, still othels 
kinetic activity (using their hands, and/or other movement). Vary the tech · ues 
used so that each part of the learning cycle is addressed. Remember that 
sessions of role-play can be just as boring as five lecture sessions. The 
variety you can provide, the more interesting the learning. 
from Bonnie B. Mullinix, Gillespie, M; Mccurry, D; and Graybill, D. (1989). Nonformal Education Man 
L 
-
-
-
Session 8: Learner-Generated Materials 
Goal: To consider the importance of training support materials for effective 
learning and explore learner-generated materials (LGMs) and their production 
Objectives: By the end of the session participants will have: 
1. Discussed the importance of learner involvement and literacy support 
materials for effective learning; 
2. Explored a variety of types of learner-generated materials; 
3. Identified at least 5 reasons for using learner-generated materials, and 
three barriers to their use; and 
4. Listed the steps involved in producing learner-generated materials. 
Duration: 1 % hours 
Time& Activity Materials 
Technique 
10 minutes Facilitator hands out picture symbols (and /Flannel Board 
Matching Game/ percentages) to participants, and asks them to cards designed come to the flannel board and place symbols on from Reference Discussion it, using a matching game to reference the 8.1 Sample 
following information on what people remember: Symbols on 
10% - read percentages and learning/ 
20%- hear remembering (or 
30%- see cards and pre-
50% - hear and see stick) 
70% - say or write 
90% - say and do 
Note: Begin game by either posting or inviting 
participants to post the percentage cards first, in 
order, followed by the pictograms. If possible and 
appropriate, facilitator should use a flannel board 
for this (to reaffirm the importance of visual aids 
in supporting learning, and to demonstrate 
another locally producible/usable material). 
10 minutes Participants then discuss the order and adjust as 
Discussion/ necessary. Facilitator asks participants: 
Brainstorm 
• What does this tell us about the 
importance of using various types of 
materials and techniques in promoting 
literacy learning? 
• What does it tell us about the importance 
of involving learners in producing 
materials? 
• What kind of materials do you think 
learners can generate? 
Nurturing Participation page 63 
Time& Activity Materials 
Technique 
Facilitator lays out a selection of LGMs Samples of LGMs ! 15 minutes I 
Materials Exploration (representing locally produced materials, including: videos,, including as many different types as newsletters, tapes. 
possible) and allows participants issue oriented 
approximately 15 minutes to pass them materials, creative 
around and look at the materials. writing collections., 
Participants are told that after 15 minutes, 
photo novellas, etc.) 
they will be invited to: 
1) Comment on the different types of 
writing (stories, poems, 
autobiography, interviews, etc.), 
and the topics, themes and issues 
covered. 
2) Select a piece they particularly like 
and read it (or describe it) to the 
group. 
3) Suggest how the material could be 
used in a literacy class. 
Note: Participants may join together for 
small group review of the LGM (especially if 
there are fewer samples than participants). 
25 minutes Participants/groups briefly read from and/or 
describe the learner-generated material 
Report they selected to review. 
Out/Discussion 
5 minutes Facilitator distributes incomplete copies of / Incomplete and 
the "Why Use Leamer-Generated mixed up versions of 
Game: Missing Materials?" handout to the participants. the "Why Use 
pieces Each participant is given a different copy LGMs?" Handout 8.1 
(however, as only so many variations are 
possible, there will be some repeats with a 
large group). 
Facilitator then asks the participants to: 
* Circulate and find the missing pieces on 
their handouts by comparing lists with other 
participants. 
* Once they believe they have a complete 
list, participants should try to add two more 
purposes to the list. 
10 minutes Facilitator discusses the advantages of / "Why Use LGMs?" 
using LGMs with the large group, and writes Handout 8.1 ; flip 
Brainstorm/ additions on flip chart paper. chart and markers 
Discussion 
Facilitator then asks participants to note 
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Time& Activity Materials 
Technique 
some barriers to being able to use LGMs. 
Note: Some possible advantages include: 
( 1) they are a means of seeking solutions to 
community problems; (2) they are 
sometimes less expensive than outside 
generated materials; (3) they facilitate 
learning; they create and give a sense of 
self-satisfaction and authorship; (4) they 
can be a means of self-assessment; (5) 
they can boost the morale of the community 
with regard to self-reliance; and (6) they can 
become a source of income. 
Barriers to effective use include: promoter 
training; time, money and resources 
available, etc. 
5 minutes Facilitator tells a story (letting participants Reference 8.2: Case 
Case Study (verbal) know that this is a verbal case study and Study on LGM that afterwards they will be asked to identify production process 
as many steps as possible in the process of 
developing LGMs). 
10 minutes. Facilitator invites participants to name the Flip chart paper and 
steps they heard in the story and lists them markers 
Brainstorm/ on flipchart paper as general agreement is 
Discussion reached . 
Facilitator answers questions and 
encourages participants to discuss each 
step. 
The listing and discussion continues until 
the following have been noted: 
1) Identifying group interests 
2) Deciding how to explore interests 
3) Identifying resources 
4) Planning: timeline; type of 
documentation; tasks and roles 
5) Generating ideas for activity 
(writing, videoing, drama, etc.) and 
for collecting needed information 
6) Writing, preparing, rehearsing, 
videoing, etc. 
7) Revising and editing 
8) Compiling 
9) Publishing, printing, etc. 
10) Distributing (if appropriate} and 
using the LGM. 
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REFERENCE 8.1 
Sample Symbols for Learning, Remembering and Senses 
10°/o 
20°/o 
30°/o 
50°/o 
70°/o 
90°/o 
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CASE STUDY STORY REFERENCE 8.2 
A group of 12 women in the community of Santa Maria had been together for four months 
in their literacy class. They had begun to read and write in K'iche' and were eager to 
practice their skills. 
At the beginning of one class, while discussing the death of an infant in the community, 
their conversation turned to the topic of using herbs for healing. The elder women 
expressed concern that younger women of the community no longer used the traditional 
healing herbs when caring for their sick. As they talked it became clear that all of the 
women in the group valued and used some herbs for common illnesses. But they also 
recognized that some of the "old" knowledge was being lost and that it was only a few of 
the older community members, particularly the comadrones (midwives), who might still 
remember these healing ways that had always served them so well. The women 
continued to talk about the use of traditional healing herbs and decided to spend some 
time studying them in their literacy class. They decided that they would like to produce a 
short pamphlet about the common herbs found in the area with their healing purposes. 
During their literacy lessons they began an inventory of the herbs they knew of and listed 
their names in K'iche' and Spanish. Then, they began writing down the common uses for 
the various herbs. 
The literacy facilitator, Mercedes, helped the women create a timetable describing the 
various components of the pamphlet as well as who would be responsible for which 
component. It was decided by the group that the pamphlet shouldn't be too long so that 
more people would read it and that it should be written in both K'iche' and Spanish. The 
group thought that they could produce the first draft of the pamphlet in about 2 months 
time. 
Each small group began their tasks. Two women, Rosa and Lydia decided to interview a 
few comadrones in the community to see if they knew of any herbs that the group had not 
thought of. They brought their notebooks and took notes. Two other women, Juana and 
Isabel, thought that they would like to try to draw pictures of the herbs for the pamphlet. 
Three other women, Julia, Yanette and Maria, wanted to add a few stories about people 
in the community they knew who had used herbs for illnesses and been cured. The rest 
of the group worked with the facilitator to carefully write the names of the herbs, as well 
as the uses for each herb, in both Spanish and K'iche', using their very best handwriting 
skills. 
The group completed the first draft in six weeks. At this point, the facilitator and the small 
groups all looked carefully at each other's work, searching for spelling or grammar errors. 
After three more weeks a second draft was put together and the drawings were added to 
the text. Mercedes had spoken to the local NGO sponsoring the class and they had 
agreed to publish and produce 100 copies of the pamphlet. The following week the 
NGO's publisher joined the group to talk to them about what the final document could 
look like. The women decided to put some of the text of the pamphlet into the computer 
but to leave the testimonials and the pictures in hand drawings. When the pamphlet was 
finished the group of 12 women presented it to the health center and the local group of 
community health promoters, who said they would use the pamphlet in their work. 
Mercedes was excited to use the pamphlet for new learners who wanted to learn to read 
and write. She asked the women if they would be willing to return next year and work 
with the new learners using the pamphlet. 
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Session 8: Learner-Generated Materials HANDOUT 8.1 
(Complete Copy for Facilitator) 
WHY USE LEARNER-GENERATED MATERIALS? 
Find the people who have the information you need to help 
you to complete this list. 
1. They help to build student's self-confidence (what the 
students know and what they have to say about it is 
valued and valuable). 
2. They build reading and writing skills. 
3. They create meaningful and relevant texts that can be 
used in the program. 
4. They add to the number of available texts in the local 
language. 
5. They create texts that use accessible language. 
6. They encourage self-expression. 
7. They make reading and writing meaningful and 
purposeful . 
8. They can help to build community. 
9. They are a means of generating post-literacy materi 
and therefore help in the maintenance of literacy · 
a community. 
10. They are a means of building a library for use by the 
program and community. 
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Session 9A: Session Plans: Writing and Analyzing 
Goals and Objectives 
Goal: To become oriented to the basic format for a session plan and to 
develop skills in writing and analysing goals and objectives. 
Objectives: By the end of the session participants will have: 
1. Discussed the purpose and parts of a session plan; 
2. Defined the terms session goals and objectives; 
3. Identified 5 basic criteria for a good objective; 
4. Practiced writing and analyzing objectives. 
Duration: 1 1/4 hours 
Time& Activity Materials 
Technique 
10 minutes Facilitator asks participants what a session plan is Handout 98.1: 
Introduction and what training design questions it answers (what Session Plan 
Discussion for, what and how). Facilitator hands out model Format session plan format. Facilitator points out that as 
trainers they should know how to write a session plan 
and will practice this in the next session, but for now 
we are going to concentrate on one: aspect goals and 
objectives. 
15 minutes Facilitator asks participants to identify what a goal is Flipchart and 
Brainstorm/ and what an objective is and how an objective is Markers 
Discussion different from a goal. Facilitator encourages participants to identify the summary word used to 
remind them of a good objective (SMART) and asks a 
participant( s) to identify what each letter of the word 
stands for an.d how it is important in evaluating 
objectives. 
S - Specific (content) 
M - Measurable (observable behavior) 
A - Appropriate (Achievable) 
R - Realistic (Relevant) 
T - Time bound 
Facilitator ask participant to consider how this relates 
specifically to learning objectives. 
20 minutes Facilitator divides participants into 5 small groups and /Cards with 
Small Groups provides each group with an example of an objective. different objectives Participants analyze whether or not the objectives are for each group 
SMART. If not, they reword them. 
30 minutes The small groups share with the large group how they 
Report Out/ changed an objective to be more SMART. Facilitator summarizes and clarifies the key points of the Discussion session. 
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Examples of Objectives 
SMART Objective 
By the end of the session, participants will have identified the 5 basic criteria for a 
good objective: 
Specific -
Measurable -
Achievable -
or Realistic 
Relevant -
(or Appropriate) 
objective clearly identifies what 
should be covered and accomplished 
b artici ants. 
objective can be assessed. 
objective can be accomplished 
the session/trainin contact eriod. 
objective is closely related 
to the training session and addresses 
a learning need of the participants. 
Time Bound - objective clearly indicates the time 
period by which the objective should 
be achieved. 
Objectives that are not SMART 
Examples from this session 
" ... identified basic criteria 
for a good objective" 
" ... identified 5 basic 
criteria" 
Criteria can be identified 
within the session. 
Analyzing objectives is 
closely related to the 
session goal, evaluation 
and artici ant needs. 
" ... by the end of the 
session" 
The participant will understand everything that is taught in the session 
"understand" - is not Measurable (you cannot observe if someone understands) 
"everything taught" - is neither Specific nor Achievable 
It is not particularly Time bound as "in the session" does not fully describe by 
when the objective should be met, although it does address when and is 
acceptable. 
By the end of the hour session, the participant will be able to demonstrate ho 
conduct a training needs assessment 
While this is Time-bound, Specific, Relevant and Measurable, it is not Achie·~1Milal 
(or Realistic) in that a needs assessment cannot be conducted in one hour, 
therefore, the participant cannot demonstrate how to do it. 
To provide participants with the opportunity to explore a range of adult 
learning theories. 
This is a goal, not an objective. 
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Session 98: Writing Session Plans 
Goal: To generate and organize content and topics and write session plans. 
Objectives: By the end of the session participants will have: 
1. Selected training topics that they can apply in the field; 
2. Developed initial titles, goals and objectives for session plans; 
3. Identified tentative techniques to use; 
4. Reviewed and adjusted draft objectives based on peer evaluation and 
comparison; 
5. Discussed other techniques that might be used in their sessions. 
Duration: 2 Y2 hours 
Time& Activity Materials 
Techniques 
25 minutes Facilitator asks each participant to think about a topic on Cards, Markers, Pre-
Card Sorting/ which he/she would like to write a session plan. [NOTE: stick Encourage participants to consider choosing a session Small Group topic on which they will need to train others in their future Formation work.]. Participants write their topic choice on cards and 
come forward to post them on the wall. Facilitator helps 
participants to identify themes and form small groups for 
writing support and peer editing. 
Facilitator's Note: Small Groups should, if possible, have 
an even number of participants (preferably 4-6) for ease 
with peer editing. 
75 minutes Facilitator hands out blank session plans and task sheets Handout 98.1: Blank 
Individual and describes what is to be done in small group Session Plan and 
Writing/ sessions. Participants work individually, in pairs and Handout 98.2: Task 
within their content groups to: Sheet Peer Editing/ 
- develop session goals and objectives; Small Group 
- generate initial session designs including techniques, 
approximate times and support materials; 
- compare, discuss and analyze designs; and 
- identify key questions or points they would like to 
discuss in plenary. 
30 minutes Facilitator discusses with participants the techniques 
Discussion they have chosen to use in their session plans. Participants describe the techniques planned and identify 
where they will need help in developing support 
materials. Facilitator encourages them to try out 
techniques they have never used before. 
20 minutes Participants make notes and plan to meet with peer 
Individual editing partners to continue writing out and completing 
Writing/ Peer their session plans. Peer editing partners should help 
Discussions ensure that writing is clear and can be understood by 
others. If necessary, additional time may be spent in the 
evening completing th~ session plan. 
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HANDOUT 98.1 
SESSION PLAN 
Session: 
Goal: 
Objectives: By the end of the session participants will have: 
1. 
2. 
3. 
4. 
Duration: 
Time& 
Technique 
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Activity Materials 
HANDOUT 98.2 
TASK SHEET 
For Groups, Individuals and Pairs 
The following activities should be carried out in your small group 
within the next hour and 15 minutes: 
1. Go into your content-related groups and let everyone briefly 
review an idea for his/her session. Choose partners who 
will edit (peer-edit) each other's work (5-10 minutes). 
2. Individually, develop goals and objectives for the session 
topic you have chosen (15 minutes). 
3. Partners share draft goals and objectives, peer-edit them 
and discuss the type of techniques they might try to use for 
their session (20 minutes). 
4. Individually, draft a summary of your session, showing the 
techniques you propose to use, the time you think it will 
take and the materials you will need to produce (15 
minutes). 
5. Small groups meet to listen to each person's brief outline of 
his/her proposed session and to provide feedback on the 
choice of technique. Encourage each group member to 
think about questions to pose to the large group (plenary) 
about key concerns he/she may have about each session 
(10 minutes). 
Nurturing Participation page 73 
Session 1 OA: Giving and Receiving Feedback 
Goal: To explore how to effectively give and receive feedback. 
Objectives: By the end of the session participants will have: 
1. Defined feedback; 
2. Recognized examples of effective feedback and ineffective feedback; 
3. Identified instances where feedback could be effectively used; 
4. Designed and performed a brief prepared role-play (drama) showing how 
feedback should be given. 
Duration: 1 Y2 hours (2Y2 - 3 hours) 
Preparation: Trainer may wish to pre-identify participants to play the 4 roles in 
the role-play the day before or during tea break and let each person read and 
think through his/her role (see Handout 10A.2: Roles). Also, rearrange chairs 
in a semi-circle for the fishbowl/role-play. 
Time& Activity Materials 
Technique 
20 minutes Facilitator asks participants to define the term Handout 1 OA.1 : 
Preparation/ Group "feedback" and records their responses on the board. Feedback Facilitator then invites the pre-identified role-pl(3yers Observation 
Formation to leave the room and practice part of their role-play Sheets 
once. Facilitator then hands out observation sheets 
to the other participants and explains that they are to 
observe the role-play and note which examples from 
the observation sheet they can see. Facilitator 
encourages participants to check off each example 
and to make notes on the exact wording as heard in 
the role-play. 
10 minutes Participants act out role-play while others observe 
Role-play/ and record observations. 
Fishbowl 
35 minutes Facilitator asks participants the following questions: Flipchart & 
Large group markers 
discussion 1. What did you see happening in the role-play? 
2. What examples of ineffective/ not useful 
feedback did you see? 
3. Were you able to see examples of effective 
feedback? 
After some of the questions have been answered by 
fishbowl observers, the facilitator asks actors from the 
role-play to read out their roles to participants. Handout 1 OA2: Facilitator explains that, in a minute, participants will Role-play form two groups. Each group will try to redesign the 
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Time& Activity Materials 
Technique 
role-play to provide as many examples of positive 
feedback as possible. There will be a small contest 
with the "winning" group being the one that 
demonstrates as many examples of useful and 
effective feedback as possible. Facilitator then helps 
participants to identify 3 'judges' and to form two 
groups from the remaining participants. 
25 minutes Participants use observations guides and handouts 
Small Groups on feedback to design and prepare a small drama (or prepared role-play) in their small group trying to use 
as many examples of effective feedback as possible. 
25 minutes Facilitator invites each group to share their drama Additional 
Prepared Role- (prepared role-play) with the large group. Participants Observation are invited to observe and keep score to see how Sheets play {drama) 
many examples of effective feedback ( +) and how Presentation/ 
many examples of ineffective feedback(-) they can Game see in each. At end of role-play, items are totalled 
and the "winning group" is determined. 
5-10 minutes Finally, the facilitator asks participants to think about Handout 1 OA.3: 
Brainstorm/ the order in which people should be asked to give Giving and 
Discussion . feedback, for it to have the greatest value: Who Receiving should give it first? Feedback; 
Facilitator records a list and through discussion, 
Flipchart & 
Markers 
comes up with guidelines for order of providing 
feedback (first presenter, then observer ... then master 
trainer). Facilitator hands out and reviews Handout 
1 OA.3: Giving and Receiving Feedback. 
-
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HANDOUT 10A.1 
FEEDBACK OBSERVATION SHEET 
Definition: Feedback= a way of helping another person understand the 
impact of his/her behavior on others by providing observational 
information on how he/she affects others. 
Directions: Use the observation guide below to check off the kind of feedback 
you see. Make notes on what was said that you thought was 
particularly effective/ineffective. 
More Effective/Useful Feedback Less Effective/Useful Feedback 
Specific - General-
Descriptive - Judgmental -
Directed towards changeable Directed towards behavior which 
behavior- cannot be changed -
Solicited/Asked for- Imposed-
Well-Timed - Too Late-
Rephrased by receiver (for clarity) - Unclear communication -
Accurate as confirmed by others - Unconfirmed/no ay.i...._ ._.;;. 
others -
Takes into account sender and Takes into account -I 
receiver needs - needs-
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HANDOUT 10A.2 
ROLES FOR ROLE-PLAY 
Role 1 : Coordinator 
You are the coordinator for the People's Empowerment Resource Center (PERC), a 
local NGO. You enter the office to find one of the field workers standing around talking 
with the secretary and the driver. You are a bit annoyed since recently you were 
informed that she had been rude to the board chairman and had refused to apologize. 
Several board members have been to see you and this has been the topic of 
conversation for the past few days. You are quite upset and feel that the time has 
come to confront her with this and let her know what kinds of problems she is causing 
for you and the organization. Since you weren't present when it happened you only 
have vague information about what really went on. 
Role 2: Field Worker 
You are the field worker for the People's Empowerment Resource Center (PERC), a 
local NGO. You've just returned from a really difficult but rewarding meeting in the 
field and you feel like you're finally making headway with the women's group you've 
been working with for the past month. All you can really think about is how, by getting 
them to talk and think about their problems together, you managed to get them to work 
together. You are so proud of this that you are telling the secretary and the driver 
about it when the coordinator walks in and starts asking you about something that 
happened a week ago that you don't even remember. 
Role 3: Secretary 
You are the secretary working for the People's Empowerment Resource Center 
(PERC), a local NGO. You've been talking to the field worker about her recent triumph 
when the coordinator comes in and starts telling her what's wrong with her and how 
she had handled a certain person. You don't really know what they're talking about. 
You feel uncomfortable and would like to leave, but they are in your office, and you 
have work to do. 
Role 4: Driver to the Office 
You are the driver for the People's Empowerment Resource Center (PERC), a local 
NGO. You've been talking to the field worker about her recent triumph when the 
coordinator comes in and starts telling her what's wrong with her and how she had 
handled a certain person. You don't really know what they're talking about. You feel 
uncomfortable and would like to leave, but you are waiting to pick up an important 
letter that the secretary is completing. 
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HANDOUT 10A.3 
GIVING AND RECEIVING FEEDBACK 
Feedback is information shared with another person that may help that person to work 
better with others. As a trainer/facilitator, there are many occasions when it is 
important to share information with a trainer/instructor about how he/she teaches or 
leads a group. One such time will be during the practice teaching sessions. The 
following outlines some characteristics of effective feedback. You should make sure 
that you understand these and help other trainers to follow them as they offer feedback 
and constructive criticism to their peers during practice training. 
WHAT IS FEEDBACK? 
Feedback is a communication to a person (or group) that provides information on how 
his or her actions affect others. It is a way of helping another person understand the 
impact of his/her behavior on others, with the aim of helping him/her to improve 
communications skills and interactions with others. 
HOW TO GIVE FEEDBACK 
D Be specific rather than general - Try and give precise examples of what you 
observed. To be told that one is talkative will probably not be as useful as to be 
told that "just now when we were deciding the issue, you talked so much I 
stopped listening." 
D Share information rather than giving advice - If you offer comments 
opportunities for the receiver to see for themselves what they did and decide 
they might change, this will be much more effective than telling them how 
should act. 
D Be descriptive rather than judgmental - If you describe your own rea · 
another's behavior, it leaves the individual free to use the information or 
he/she sees fit. Avoiding judgmental language reduces the need for the m· di.· iVidual 
to respond defensively. 
D Direct your comments towards behavior that the receiver can do sorne!flliillll 
about - Frustration is only increased when a person is reminded of s.hOftoormJQS 
over which he/she has no control. 
D Consider the needs of both the receiver and the giver of feedbid 
Feedback can be destructive when it serves only our own needs 
consider the needs of the person on the receiving end. 
D Feedback should be solicited rather than imposed - If the receiver can 
and be open to feedback, they are much more likely to listen to it If the reamlf 
is not ready to 'hear' the feedback then it is unlikely that he/she will use -
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RECEIVING FEEDBACK 
Since feedback gives you a chance to see how another person views your actions, it 
will make it easier for you to receive useful feedback if you keep the following in mind: 
D Ask clarifying questions in order to understand the feedback. 
D Help the giver use the criteria for giving useful feedback (e.g., if the feedback is 
too general, ask for specific examples so that you can understand the meaning). 
D Avoid making it more difficult for someone to give you feedback. Remember, it is 
often as hard for someone to give good feedback, as it is for someone to receive it 
well. If you react defensively or angrily, the other person may give up and you will 
lose valuable information and insight. 
D Avoid explanations of "Why I did that" unless asked. 
And remember that, while all feedback is not necessarily worth acting on, if two people 
give you similar feedback, it may be time to consider adjusting your behavior to 
address these impressions. 
FACILITATING FEEDBACK SESSIONS DURING PRACTICE TEACHING 
Feedback, especially during practice teaching sessions, is best facilitated by: 
1. First, allowing the participant who facilitated the first mini-presentation 
. to be the first one to comment on what they did and improvements 
they might have made. 
2. Next, allowing participant/observers to comment on what they 
observed, according to the principles of constructive feedback shown 
above. 
3. Finally, allowing any outside resource person (key facilitator) to add to 
(but not repeat) points that others have not brought up, taking care to 
present them, also, in a positive and constructive manner. 
NOTE: Summarizing the main points at the end is occasionally appropriate but not 
always necessary. 
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Session 108: Preparation for Practice Training 
Goal: To allow participants an opportunity to prepare their training sessions and 
support materials for presentation. 
Objectives: By the end of the session participants will have: 
1. Written a complete session plan; 
2. Prepared all necessary support materials; 
3. Consulted with workshop facilitators on their design/plan; 
4. Prepared to present a session of their own design. 
Duration: 2 hours 
Time& Activity Materials 
Techniques 
15 minutes Facilitator explains what should happen in the /Flip Charts for 
Introduction/ session and reviews the objectives. Facilitator then consultative 
Instructions points out the sign-up sheets posted around the appointments with room and asks participants to sign up for time with individual workshop 
one of the facilitators during the last 1 1 /2 - 2 hours facilitators with times 
of the session. She mentions that co-facilitators will marked out for last 
be available to assist throughout the session, but two hours of the 
that this time will allow for a check in and direct session 
discussion of individual plans. [Note: If participants 
want earlier times, this should be negotiated on the All basic training 
spot.] materials needed by 
Facilitator indicates where supplies/materials for participants to develop support materials for developing support materials have been laid out their presentation 
and encourages participants to use them, ask for 
others and work with others as necessary. 
75 minutes Participants prepare detailed session plans and As needed and 
Individual Writing/ support materials and meet with workshop designed by facilitators to review, edit and receive feedback on Consultation session plans. participants. 
30 minutes Facilitator calls participants back and asks each Flipchart and Markers 
Discussion/ how long their session is designed to take. Together they discuss how they might best 
Scheduling schedule their presentations and feedback to allow 
Practice Training for all participants to present their sessions. 
A schedule of presentations is prepared and 
participants choose their presentation times. 
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-Session 1 OC: Practice Training 
Goal: To allow participants an opportunity to prepare, present and receive 
feedback on sessions they have designed, while practicing new training 
techniques and/or using newly developed support materials. 
Objectives: By the end of the session participants will have: 
1. Presented a session of their own design; 
2. Received Feedback on training approaches and suggested modifications 
to their session plan. 
Duration: 31'4 hours 
Time& Activity Materials 
Techniques 
15 minutes Facilitator explains what should happen in the (Reference to 
Introduction/ practice training sessions: each participant should Handout 1 OA.3: present his or her session within the scheduled Giving and Receiving Instructions time and allowing for at least 10-15 minutes for Feedback) 
feedback. Afterwards they should use their 
guidelines for giving and receiving feedback, as 
well as the developed procedures and allow about 
5 minutes per person to be able to receive 
feedback. Facilitator asks participants to look at 
Handout 9A.3 and reminds them that these are the 
points they should use as a guide during the 
feedback portions of their sessions. 
2% hours Participants present sessions in 2-3 small groups As needed and supervised by co-facilitators and receive feedback. 
supplied by Facilitator rotates among groups making sure they 
Practice Training/ are clear on the activity and how to proceed. participant- facilitators. 
MicroTrainin.g 
[Note: This session is designed to run across 2-3 
hours. The presentation schedule and format 
should be set one or two days before (and adjusted · 
the final morning as necessary). Facilitator should 
ensure that participants understand how to 
describe the session to other participants and then 
transition into actually simulating certain techniques 
they want to focus on/try out from the session they 
designed.] 
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Session 1 OD: Sharing Practice Training Feedback and 
Modification Plans 
Goal: To allow participants an opportunity to review the topics covered and 
share the highlights of each group's practice training experience. 
Objectives: By the end of the session participants will have: 
1. Reviewed the titles, goals and objectives of each session; 
2. Related the aspects of others sessions that they found to be most 
memorable, enjoyable or innovative; 
3. Identified aspects of their own session plan that they now plan to change 
(optional). 
Duration: 45 minutes -1 hour 
Time& Activity Materials 
Techniques 
5 minutes Facilitator introduces the session using its goals /Flipchart with 
Introduction/ and objectives to explain its purpose: to allow session goals and 
Instructions participants to share ideas, techniques and topics. objectives Each session will receive 2-3 minutes of time. 
40 - 55 minutes Participants take turns, in alternating order of the As needed and 
Presentation/ group presentation schedules, presenting the title, supplied by 
Discussion goals and objectives of their sessions. This is participant- facilitators. 
Practice Training followed by participants from the group sharing the parts of the sessions that they found to be most 
memorable, enjoyable or innovative. 
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Session 11A: Evaluating a Training Program 
Goal: To provide participants with an overview of the various aspects of 
evaluating a training program. 
Objectives: By the end of the session participants will have: 
1. Reviewed the reasons for evaluating a training program; 
2. Discussed various types of evaluation; 
3. Identified the different aspects of a training to be evaluated and techniques 
to be used; 
4. Determined how to use the information collected in the evaluation process. 
Duration: 1Y2 hours 
Time& Activity Materials 
Techniques 
10 minutes Through storytelling, facilitator relates a critical 
Story Telling/ incident about a maize farmer who notices his neighbour's maize farm doing well while his Critical Incident own is failing. He visits his friend to ask why 
this is so. The friend asks what the farmer has 
been doing to his field. The farmer says that he 
has planted and weeded the maize and left it 
for some time, only to see it failing. The friend 
takes him to a part of the field that looks very 
similar to that of the farmer and explains how 
an agricultural extension agent had encouraged 
him to try a new seed, new fertilizer and to 
check his field regularly for pests, especially in 
one part of his field, and to do the rest as he 
would normally do. Together they look at the 
two fields and talk about the differences they 
see. 
What do you think the two farmers talked about, 
what did they learn? 
The field is your training program. 
5 minutes Facilitator asks participants: Why is it important 
Brainstorm to evaluate a training program? Facilitator notes ideas down on flipchart and mentions that 
after the next activity there will be more to add 
to the list. 
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Time& Activity Materials 
Techniques 
20 minutes Facilitator breaks participants into 3 groups and / Flipcharts and 
Small Groups assigns each group one of the following tasks markers for each to complete and report back to the large group: group, matching cards 
for types and 
Group 1: Types and characteristics of characteristics of 
evaluation evaluation 
(Matching game) 
Group 2: Methods of evaluation 
(brainstorm/discussion) 
Group 3: What to evaluate in a training 
program 
(brainstorm/discussion) 
Groups spend 15 minutes completing their 
tasks. 
40 minutes Groups report back on their discussions, Handout 11A.1: Types 
Report Out/ sharing the information with other participants. and Purposes of 
Discussion Each group takes 10-12 minutes. Evaluation 
10 minutes Facilitator highlights group 3's responses and Flipchart and Markers 
Consensus asks participants to select 4-5 things that might 
Discussion ·be most important to evaluate in a training (such as this one). 
5 minutes Facilitator reviews reasons for evaluating and Flipchart and Markers 
Wrap Up/ matches these against how to use information 
Conclusion collected. 
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HANDOUT 11A.1 
TYPES/PURPOSES OF EVALUATION 
Type and Key Purpose Timing 
Question Cards 
FORMATIVE 
EVALUATION 
To determine action May be done daily, 
Key Question: How can oriented changes that can weekly, or at the end 
we change the program be made in the training of a particular topic 
now? program. or session. 
SUMMATIVE 
EVALUATION 
To find out whether goals, Takes place at the 
Key Question: What objectives and expectations end of a training 
should the program be have been met; whether program or program 
like next time? methods used were phase. 
appropriate; to provide an 
opportunity for participants 
to give feedback and 
suggestions for future 
training programs. 
IMPACT EVALUATION 
Key Question: What To determine the long- Takes place some 
difference .did the range impact of a training time after the training 
program make? How is program. program has been 
the information being completed. 
used by participants? 
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Session 118: ·Designing the Final Evaluation 
Goal: To design activities and support materials that will be used to evaluate 
various aspects of ToT. 
Objectives: By the end of the session participants will have: 
1. Worked in teams to design evaluation activities for use during the final 
evaluation; 
2. Developed instructions for completing the activity(s) designed; and 
3. Prepared all support materials to be used during the evaluation. 
Duration: 1 Y2 - 2 hours 
Time& Activity Materials 
Technique 
20 minutes Facilitator welcomes everyone who signed up to /Evaluation Sign 
be on the evaluation committee in Session 1. Up Sheet (from 
Introduction/ Small Facilitator then reminds them of the points Session 1) and 
Group Formation participants identified as important to evaluate in Evaluation Topics 
Session 11A. Facilitator explains that the goal of Brainstorm Sheet 
this working session is to design the activities to be (from Session 11A) 
used in the final evaluation. Facilitator informs 
participants that they should consider the following Handout 11 B: Small 
as they proceed: Group Task Sheets 
1. Each activity should be designed to be 
completed (either individually or as a group) by 
5 people within 15 (to 20) minutes; 
2. Instructions for the activity should be written 
clearly and in such as way that they can be 
understood without additional explanatiqn; 
3. All necessary materials should be prepared 
and left with the co-facilitator; 
In order to keep the final evaluation interesting and 
unbiased, participants should keep their group's 
activity to themselves (and not tell other 
participants what they have developed). 
100 minutes Small groups work to develop evaluation activities Materials as 
Small Groups 
and materials. Co-facilitators assist and guide the required 
groups as needed. 
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HANDOUT 118.1 
SMALL GROUP TASK SHEET 
REMEMBER: 
1. Each activity should be designed to be completed 
(either individually or as a group) by 5 people within 15 
to 20 minutes; 
2. Instructions for the activity should be written clearly 
and prepared so they can be understood without 
additional explanation; 
3. All necessary materials should be prepared and left 
with the co-facilitator; 
4. In order to keep the final evaluation interesting and 
unbiased, keep your group's activity to yourselves 
(don't tell other participants what you have developed). 
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Session 11C: Final Evaluation of Training of Trainers 
Workshop 
Goal: To evaluate, analyze and report on various aspects of the ToT 
Workshop using a variety of mechanisms. · 
Objectives: By the end of the session, participants will have: 
1. Evaluated at least 5 aspects of the training workshop; 
2. Experienced and utilized a variety of evaluation techniques; 
3. Analyzed and interpreted the information collected through the 
evaluation activities; 
4. Reported findings from at least one part of the final evaluation. 
Duration: 2 hours 
Time& Activity Materials 
Technique 
1-2 hours Co-facilitators (and volunteer participants) discuss Flipcharts, markers, 
general idea, design and construction of evaluation tape, envelopes, 
Preparation game and adjust it accordingly. They then work in colored paper, etc. as 
sub-teams to develop: required 
(to be completed 
the evening before 1. Directions for the game and each team to follow. 
session 11C) 2. An individual responsible for each Evaluation 
Station (co-facilitator or participants divided 
between teams}. 
3. Materials prepared for each station. 
Materials are set up at stations prior to start of 
evaluation activity. 
15 minutes Using colors, facilitator breaks participants into 4 /Instructions for each 
groups. Facilitator describes basic structure and group (plus related Small Group rules of the game. instructions at each Formation/ station} 
Instruction Note: If participants need help understanding the 
stations, make sure committee members are 
distributed across teams. 
60 - 75 minutes Each group proceeds to one of the following four /Evaluation Stations 
The Evaluation stations, completes the activities they find there with. Instructions plus 
Game (either a group or individual activity), locates their necessary materials next instruction card and proceeds to the next on site (see 
station/activity. Groups repeat this until they have attachments} 
rotated among all 4 stations. At their fourth and 
final station, they compile data, collect materials 
and prepare to report results to the plenary. 
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Time& Activity Materials 
Technique 
The Evaluation Station 1: Workshop goals and objectives Game Cont. 
Objectives - group evaluation of objective 
achievement - "objective 
mountains" 
Station 2: Sessions 
Sessions- color-coded prioritization of 
session topics best liked and why 
Station 3: Self-Assessment of understanding 
and skills progress 
Post ToT Self-Assessment - see attached 
instrument and facilitator 
instructions 
Station 4: Logistics and techniques 
a) Logistics - Symbol questionnaire 
b) Techniques - "Standing up for your 
technique" (footprints and 
comments on 
usefulness/uselessness of new 
techniques). 
30 minutes Facilitator collects all instruction cards (which prove Materials collected 
Report Out completion of each station and the game) and from stations invites each group back in. Each group takes 15 
minutes to present their findings to the plenary and 
to provide opportunities for group review and 
analysis of the workshop . 
.. 
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TRAINER'S POST-ToT WORKSHOP SELF-ASSESSMENT 
Now that we've reached the end of the ToT, we would like you to do a self-
assessment of the skills and knowledge that you have gained. Take one form and 
complete it by ticking the appropriate block. For each learning theory, training skill 
and training technique, place a check mark in the column that most accurately 
describes your level of knowledge/understanding and/or ability. 
After you have completed this task, please compare this form with the Pre-ToT Self-
Assessment form that you completed in session 2A. For each item (row), note the 
number of spaces you have moved and then add these scores to come up with a total 
score for each section. 
NOTE: YOUR FORMS WILL BE MADE AVAILABLE ONLY TO YOU!!! 
Part I: Knowled e of Adult Learnin 
LEARNING THEORIES 
Andragogy 
Adult motivation (Maslow's 
Hierarchy of Needs) 
Nonformal Education 
Experiential Learning Cycle 
KAP (Knowledge, Attitude & 
Practice) 
Conscientization (Paulo 
Freire 
Adult to Adult 
Communication and 
Relationships (Transactional 
Analysis) 
Johari's Window 
1 
I have 
never 
heard of 
this 
before 
2 3 4 
I have I know I know heard of this 
this theory this 
before theory, 
and how it is 
would applied 
know it if and can 
explained explain it 
to others 
TOTAL SCORE PART I 
Number 
of 
blocks 
moved 
= 
TOTAL 
SCORE 
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Part II: Training and Materials Development Skills 
1 2 3 4 
I have I may I can do I could Number of 
Training and Materials never have this help/teach blocks done this done others to moved= Development Skills before this, but I do this TOTAL 
am not SCORE 
sure 
1. Analysing Training 
Designs 
2. Writing Objectives 
3. Designing and Writing 
Session Plans 
4. Writing Training 
Support Materials 
5. Facilitating a Session 
(Using a Session Plan) 
6. Planning and 
Scheduling Training 
Programs 
-- 7. Designing and using 
evaluation in a training 
TOTAL SCORE PART II 
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Part Ill: Knowledge of and Facility with Training Techniques 
1 2 3 4 
Participatory I have I have heard I know this I could Number 
Nonformal Training never of this before technique teach this of blocks 
Techniques heard and would and have technique moved= of this know it if used it TOTAL 
before explained before SCORE 
1. Brainstorming 
2. Case Studies 
Critical Incidents 
3. Demonstration 
4. Drama or Skit 
Picture Drama 
5. Field Trips 
6. Film Shows 
7. Fishbowl 
8. Games 
9. Icebreaker/Energizer 
10. Jigsaw Technique 
11. The Kitchen Concept 
12. Lecturettes 
13. Roleplays/Socio-
Drama /Problem Drama 
14. Panel Discussions 
15. Peer Training 
16. Pictures 
17. Simulations 
18. Song and Dances 
19. Small Groups 
20. Buzz Sessions 
TOTAL SCORE PART Ill 
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Facilitator's Notes 
Facilitating the Post-ToT Self-Assessment Station 
A co-facilitator distributes Post-ToT Self-Assessment forms as groups arrive. When 
individual participants complete their Post-ToT Self-Assessment Form, the co-facilitator 
hands them their Pre-ToT Self-Assessment (completed on their first day of the workshop) 
and explains how to compare the forms. Participants then note the number of spaces 
they improved in each skill (counting from where they started to where they ended and 
writing this movement in the column on the far right) and calculate, by adding skill scores, 
their overall improvement in a given area. Facilitator checks a few calculations with each 
participant to make sure they are counting correctly. Before they leave, facilitator asks 
them to write their final total scores for each part on the flipchart. 
Calculating and Reporting on ToT Skills Growth 
When the last group has completed their self-assessment, the facilitator can lead them 
through the following process of analyzing results. 
Total growth of group The total of participant scores added together for each area 
Number of items How many skill items are listed in each area (part) 
Growth of group per item Total growth of group Number of items in area 
Average growth of Growth of group per item 
participant per item Number of participants reporting on growth 
The following table (showing the results from another ToT) is provided as a sample for 
how these results can be calculated, reported and explained. 
Total Number Growth of Average 
Skill and Knowledge Area Growth of Items Group per Growth of 
of Group Item Participant 
per Item (/20) 
Part I: Knowledge of Adult 356 8 44.5 2.23 
Learning Theory 
Part II: Training and Materials 237 8 29.63 1.48 
Development Skills 
Part Ill: Knowledge of/Facility 526 20 26.3 1.32 
with Training Techniques 
Note: Validated by facilitator observations, participant products, and clearly observable 
activities evident throughout the training, this self-assessment serves as an excellent 
indicator of trainer growth over the course of the To T. 
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Session 12: Closing 
Goal: To provide the group with a feeling of completion and closure of the 
training workshop. 
Objectives: By the end of the session participants will have: 
1. Experienced a sense of closure; 
2. Celebrated completion of the workshop; 
3. Received recognition of their participation. 
Duration: 1 hour 
Time& Activity Materials 
Technique 
15 minutes Facilitator explains that one of the most powerful tools Contact 
Nominal Group/ they have gained in this ToT may be their connection information for with each other. Facilitator distributes contact participants and Individual information list for all participants and encourages co-facilitators Response them to keep in contact. One parting connection that 
the facilitators can offer is a small newsletter/flyer Extra paper (light 
summarizing the training and people's contributions. color for easy 
This will be mailed out to them so that they can share collection and use) 
it with their fellow NGO staff or supervisors to let them 
know what they have done, or attach it to a report. 
For this newsletter, participants are invited to 
contribute comments on the workshop: general 
impressions (it could be things each liked, things 
learned, how each plans to use her/his riew skills as a 
trainer, or any other comments), or any other 
contributions each would like to make. Facilitator 
hands out slips of paper and notes that the participants 
have about 1 O minutes to compose their contributions. 
20 minutes Facilitator invites participants to share what they wrote. 
Nominal Group/ Facilitator then collects all of the contributions explaining that these will help the co-facilitators use Report Out the real words of the participants in writing the 
newsletter/flyer and make it their own version of 
learner-generated materials. Facilitator asks if any of 
the participants would like to work on getting the 
newsletter/flyer out (making it closer to a real LGM). 
10 minutes Co-facilitators thank participants and briefly summarize 
Closing Remarks the journey they have undertaken, how far they have gone, and what they might to do with their new 
knowledge and skills. Participants and others are 
given a chance for a few final remarks. 
15 minutes Participants are invited to close out the workshop with 
Closing Activity a song or other appropriate closure activity. 
(Song) 
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-APPENDICES 
Sample Daily Evaluation Designs 
The following attachments represent examples of daily evaluation designs and 
instruments created by co-facilitators and participants on the steering committee, to 
evaluate various aspects of the training on a daily and periodic basis throughout ToT. 
Daily Evaluation and Steering Committee Meeting 
Part I: Daily Evaluation 
Goal: To carry out formative evaluation on the day's activities to determine if 
objectives were met, which sessions were most effective, and where 
improvements could be made. 
Objectives: By the end of the session, participants will have reviewed and 
evaluated the day's sessions. 
Duration: 15 minutes 
Time& Activity Materials 
Techniques 
5 minutes Facilitator asks a participant to summarize the day's /Flipchart with 
Brainstorm activities and refers him/her back to the objectives for Objectives from each session, using group impressions to check off each session, 
whether an objective has been reached (P - partially, T markers 
- totally, or X- not at all) and whether or not it should 
be re-addressed later in the workshop (circled). 
10 minutes Facilitator asks participants to identify the following: /Flipchart with 
Itemized prepared Daily Evaluation Response 1. Which sessions or activities they enjoyed the Questions 
most and why. 
2. What suggestions could they make for improving Flipchart with headings: 'What 
what was done today or the workshop overall. 
worked" and (This can include anything they like, but should 
"Suggestions for be phrased as a suggestion so the facilitators can Improvement" 
more easily take action on it). 
Facilitator asks participants to record their responses 
on green cards for "what worked" and red cards for 
"improvements". 
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Part II: Steering Committee 
Objectives: By the end of the session, the Steering Committee will have: 
1. Reviewed participant evaluations and shared personal observations 
about the day's activities; 
2. Reviewed the day's progress in relation to the schedule and the session 
plans for the following day, and proposed the next day's schedule. 
Duration: 45-75 minutes 
Time& Activity Materials 
Techniques 
15-25 minutes Steering Committee meets, reviews participant Evaluation 
Evaluation evaluations and shares personal observations and responses 
Analysis comments on the day's activities. 
15-20 minutes Steering Committee then reviews the day's Schedule for next 
Group progress in relation to the schedule, the session day's activities 
Planning plans for the following day and proposes the next 
day's schedule. 
15-30 min Steering Committee discusses a plan for the 
Report Out steering committee report out, including: evaluation 
Planning and results, schedule for the day, other committee 
Evaluation Design reports, any other announcements (they consider 
how to present results from the day's evaluation in 
an interesting/different way and identify who will do 
which parts). Finally, the group plans how to 
evaluate the following day's sessions (selecting a 
different and appropriate technique and identifying 
who will prepare the materials and conduct the 
evaluation). 
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-Daily Evaluation - Sample Design 1 
Goal: To carry out a formative evaluation on the day's activities to determine if 
objectives were met, which sessions were most effective, and where 
improvements could be made. 
Objectives: By the end of the session participants will have: 
1. Reviewed the day's activities; 
2. Identified how well they understood different adult learning theories/topics; 
3. Identified changes that could be made. 
Total Time: 15-20 minutes 
Time& Activity Materials 
Techniques 
5-10 minutes Facilitator asks participants to describe what was /Pocket charts for 
Brainstorm/ done during the day. When a description of the each adult learning day's sessions has been shared, facilitator shows theory + one for Instructions how pockets have been posted around the room general suggestions 
for each adult learning theory topic and 
participants are given ten small cards/papers. For /Flipchart with 
each topic they are to write a picture symbolizing prepared questions, 
how well they understood the topic using the 
following symbols: Small cards/papers 
A sun: to show they understood completely. 
A crescent moon: to show they understood a bit 
Small stars: to show they didn't understand very 
well (still a bit in the dark) 
The last pocket is for suggestions on what they 
would change about the training. 
[Note: while one facilitator hands out the cards, the 
other can explain what to do with them] 
10 minutes Participants write their papers and deposit them in 
Pocket chart the appropriate topic pocket. 
evaluation 
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Daily Evaluation - Sample Design 2 
Goal: To carry out formative evaluation on the day's activities to determine if 
objectives were met, which sessions were most effective, and where 
improvements could be made. 
Objectives: By the end of the session participants will have: 
1. Reviewed the day's activities; 
2. Identified how well they understood different adult learning theories/topics; 
3. Identified changes that could be made. 
Total Time: 20 minutes 
Time& Activity Materials 
Techniques 
10 minutes Participant facilitator asks participants to describe Handouts: 
Brainstorm/ what was done during the day and reviews the Objectives for the 
Instructions objectives of the day's sessions with participants. Day's sessions and 
When a description of the day's sessions has been Daily Evaluation 
shared, co-facilitator distributes questionnaire and Questionnaires 
describes how it is to be completed. 
10 minutes Participants complete questionnaires and hand them 
Questionnaire in. 
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-Daily Evaluation - Sample Design 3 
Goal: To carry out formative evaluation on the day's activities to determine if 
objectives were met, which sessions were most effective, and where 
improvements could be made. 
Objectives: By the end of the session participants will have: 
1. Reviewed the day's activities; 
2. Identified what was useful about the day's activities; 
3. Identified changes that could be made in the training. 
Duration: 15 minutes 
Time& Activity Materials 
Techniques 
5 minutes Participant facilitator invites participants to break 
Small Group into their training teams, and explains that they will conduct a group interview to identify what they Formation found most useful out of the day's activities and 
any suggestions they have for improving the 
training. 
10 minutes Participant co-facilitators conduct interviews with Papers and pens for 
Focus Group their groups while new steering committee steering committee members take notes. Key questions include: members to take Interview 
notes with 
1. How was the day? 
2. Was the field experience beneficial? 
3. If so, why? 
4. What other suggestions can you make for 
improving this training? 
New steering committee member takes notes on 
individual and group responses to these questions. 
NOTE: Co-facilftators for each group should 
remember to contribute their own answers to these 
questions. 
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Daily Evaluation - Sample Design 4 
Goal: To carry out formative evaluation on the day's activities to determine if 
objectives were met, which sessions were most effective, and where 
improvements could be made. 
Objectives: By the end of the session participants will have: 
1. 
2. 
3. 
Reviewed the day's activities; 
Identified what was useful about the day's activities; 
Identified changes that could be made in the training. 
Duration: 15 minutes 
Time& Activity 
Techniques 
15 minutes Participant facilitator invites participants to 
answer each of the following questions in turn: 
Brainstorming 
1. What did you learn today that you found most 
useful? 
2. What worked out very well today? 
3. What didn't, and how can we improve on it? 
Co-facilitator records all responses on flipcharts 
as participants say them. 
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Materials 
Flipcharts with 
questions and 
markers (to record 
comments) 
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-Mid-Training Evaluation - Sample Design 
Goal: To carry out formative evaluation on the ToT workshop activities to 
determine participant understanding and areas in need of follow up sessions or 
improvement. 
Objectives: By the end of the session participants will have: 
1. Reviewed the week's activities; 
2. Identified how well they understood different topics covered in the training; 
3. Identified changes that should be made. 
Duration: 15 - 20 minutes 
Time& Activity Materials 
Techniques 
10-15 minutes Co-facilitators prepare a polling site with newsprint /Prepared 
Preparation complete with rating scale grids {closed to partially Flipchart with rating closed to partially open to fully open doors) and scale and spaces to 
spaces to check how well each training topic for check how well 
the week was understood, how logistical support each training topic 
has been (good - happy face, mediocre - non- was understood, 
expressive face, and poor - sad face) and an open how logistical 
sheet for general suggestions. support has been 
and an open sheet 
Also, placed on the outside of the door of the for general 
'polling station' is a checklist of participants for suggestions, Also, 
them to mark off when they have completed their checklist of 
vote'. participants for 
them to mark off 
when they have 
completed the task. 
5 minutes Participants enter the polling place, cast their As above + markers 
Voting Evaluation votes and record their opinions. As they exit, they check off their name to record their completed 
vote. 
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Annotated Bibliography 
While far from exhaustive, the following annotated bibliography provides a starting point 
and a range of references that should prove useful to those interested in participatory 
adult education and training in nonformal (and formal) educational settings. 
Criticos, Costas (1989). "Making the future: Experiential learning and responses to the 
future." In Working Papers. Durban, South Africa: Media Resource Centre, 
University of Natal. 
This pivitol paper provides insight into the discrepant views regarding the 
definition and purpose of Experiential Learning in "Northern" and "Southern" 
contexts. Criticos references conversations emerging from the "First International 
Conference on Experiential Learning; and the first South African conference on 
"Experiential Learning in Formal and Nonformal Education". He traces the 
coalescence of these definitions within the specific socio-political contexts and 
educational milieus from which they originate. The article continues by 
acknowledging as pivotal, the components of ideology, the views of the future that 
influence the character and practice of pedagogy. This discussion includes 
consideration of comparative approaches to experiential education within formal 
institutional and nonformal, community-based settings, with reference to its 
perceived purpose and contribution; and ideologies of the past, present and 
future, through reference to utopian literature, sociology and philosophy. The 
article concludes by constructing a matrix of pedagogical meaning that is based 
on a broad, interdisciplinary analysis and that incorporates world views, 
consciousness, views of the future, knowledge, error and methods. 
Cross, K. P. (1981). Adults as learners: Increasing participation and facilitating learning. 
San Francisco, Jessey-Bass. 
This text provides an excellent introduction to and overview of Adult Learning 
Theory and its implications for practice. 
Dodge, Anne, Bonnie. B. Mullinix, Jane Benbow, Paul Englesberg, Robert Fuderich, 
Marilyn Gillespie, Mohammed Farah Good, Dawn Gordan, Mark Lynd, David 
Mccurry, , and Douglas Passanisi. (1986). Teacher training: A training guide. 
Washington, DC, Peace Corps. 
This training manual provides a session-by-session guide for trainers conducting 
teacher training sessions and was developed to be used with Mullinix, B. B. et al 
(1986) Teacher Training: A Reference Manual. Alternate and flexible training 
workshop designs are presented and handouts and information from the 
companion manual is referenced (see description of Reference Manual below for 
a detailed description of content). 
Eitington, Julius E. (1996). The winning trainer: Winning ways to involve people in 
learning. 3rd ed. Houston, TX: Gulf Publishing Company. 
An updated and expanded version of the 1984 classic takes the trainer through 
considerations in designing training that actively involves learners. With over 600 
pages of practical suggestions for facilitating learning, this reference text includes 
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the following process-oriented sections: starting off; small group training; role-
playing , games, simulations and puzzles; self-discovery learning; problem-
oriented learning; team building; in-basket exercise; key group-in-action tools; film 
and video; case methods; lecturing effectively; participative evaluation of training; 
transference; and ancillary issues and techniques. This edition also addresses 
issues related to cross-cultural training and diversity and contains over 100 
handouts formatted for ready use. 
Freire, Paulo (1984). Pedagogy of the oppressed. New York, Continuum Publishing 
Corporation. 
A pivotal contribution to the field of education, this book represents one of the first 
internationally recognized works from a "southern" educator. As a practicing adult 
educator in Brazil, Freire brings his insights and experiences to bear on the 
inherently political existence of human's and the importance of education as an 
oppressive or liberating process. 
Primarily a philosophical and theoretical treatise, the work is presented in four 
chapters. The first reviews the justification for a pedagogy of the oppressed 
outlining the inherent contradictions between and characteristics of the oppressed 
and oppressors, and identifies liberation as a mutual process. Chapter 2 
discusses the concept of "banking" education as an instrument of oppression and 
presents problem-posing as an instrument of liberation. The inherent 
contradictions and presuppositions of these concepts are discussed and the 
chapter concludes by looking at education as a world-mediated, mutual process 
and positioning man's involvement in education as an attempt to expand his(/her) 
inherent humanity - to become more complete. Chapter 3 presents the concept of 
dialogue and posits dialogics as the essence of education in the practice of 
freedom. Generative themes are introduced as well as the concept of critical 
consciousness. Chapter 4 suggests that antidialogics and dialogics are matrices 
of opposing theories of cultural action. The chapter identifies characteristics of 
each with antidialogics as an instrument of oppression having characteristics such 
as conquest, divide and rule, manipulation and cultural invasion, while dialogical 
action has as characteristics cooperation, unity, organization and cultural 
synthesis. 
For information on Freire see also the following references on the Worldwide 
Web: 
The Paulo Freire Institute at: http://www.paulofreire.org/ 
Heaney, T. (ed). People you should know: Freire, Department of Adult and 
Continuing Education, National-Louis University. Retrieved: 11/2001. 
A webspace summarizing the life and work of Paulo Freire 
Heaney, T. (1995). Issues in Freirean pedagogy, Department of Adult and 
Continuing Education, National-Louis University. Retrieved: 11/2001. 
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A webspace summarizing key concepts and issues associated with 
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Gajanayake, Stanley and Jaya. (1993). Community empowerment. Washington, DC, Pact 
Publications. 
This manual is the result of many years commitment and labor by two outstanding 
international development workers and educators. Jaya and Stanley Gajanayake 
have combined their extensive experience in participatory community 
development and training to create this manual for trainers and practitioners. It 
presents in clear terms both the rationale for participatory project development 
and a step by step process for its use in training workshops. Workshop sessions 
outlined in the manual follow the sequence of stages in project development 
planning, implementation, and evaluation within a participatory framework. 
Particularly useful are the sample charts, checklists, and worksheets applied to 
different stages in community project development. These could be adapted by 
workshop trainers, community development workers, and community members for 
a wide range of fields and training situations. Throughout the manual, the authors 
emphasize community participation in all phases of project development. This 
emphasis is reflected in the design and training techniques of the workshop, 
which successfully balance the need to provide guidance and structure for trainers 
with the necessity of allowing each workshop group to make their own project 
plans. 
Hope, Anne and Timmel, Sally (1996). Training for Transformation: A handbook for 
community workers. London: ITDG Publishing. 
These three volumes are designed to assist workers in the field who are 
encouraging the development of self-reliant creative communities. The book has 
as its basic philosophy the belief that we should all participate in making this world 
a more just place in which to live. Training for Transformation integrates the 
approach of Paulo Freire (and how to put his method into practice), Manfred Max-
Neefs understanding of fundamental human needs, group methods essential for 
participatory education, organizational development (with an emphasis on how to 
build structures which enable people to become self reliant), and social analysis to 
help groups find the root causes of problems. 
Knowles, Malcolm S. (1970). The modern practice of adult education: Andragogy versus 
pedagogy. New York: Association Press. 
Coiner of the term 'andragogy,' Malcolm Knowles is considered to be one of the 
leading practitioner-philosophers in the field of adult education and this, his 
principal work, is a central and important contribution to the field. Predicated on 
the concept that any adult reader of the text should also be a self-directed learner, 
Knowles' book offers an extended table of contents and fully accessible text. The 
book is divided into three parts. The first part (three chapters) discusses the 
emerging role and technology of adult education by exploring the modern context 
of adult education practice, the mission and role of the adult educator, and 
introduces the concept of andragogy as distinct from pedagogy. The second part 
(six chapters) serves as the core of the book and focuses on organizing and 
administering comprehensive programs of adult education. In great detail, these 
chapters address: establishing and organizational climate and structure; 
assessing needs and interests in program planning; defining purposes and 
objectives; designing and operating a comprehensive program; and evaluating 
Introduction to Nurturing Participation page 105 
comprehensive programs. Part Three is dedicated to helping adults learn and 
takes the reader through the process of designing and managing learning 
activities for adults. 
The book contains an index and extensive appendices aimed at clarifying or 
extending critical points for reflection raised throughout the book (including the 
origin and spelling of the term "andragogy") and/or providing sample or 
supplemental exhibits. 
Kolb, David (1983). Experiential learning: Experience as the source of learning and 
development. Englewood Cliffs, N.J.: Prentice-Hall . 
Kolb presents and describes his model of learning: The Experiential Learning 
Cycle. Each stage of the learning cycle is explained (Concrete Experience, 
Reflective Observation, Abstract Generalization and Active Experimentation) as 
well as the relationship between the cycle and learning styles. 
Kroehnert, Gary (1992). 100 training games. McGraw-Hill Training Series. New York: 
McGraw Hill. 
A compendium of self contained games suitable for a variety of training programs. 
Kroehnert differentiates between games, simulations, brain-teasers, role-plays 
and case studies and uses a code grid to identify purposes for various activities 
(icebreaker, team-building, communication, facilitator/presentation skills, mid-
course energizer, learning, perception, evaluation and self-management). 
Long, Huey B. (1983) Adult learning: Research and practice. New York: Cambridge. 
This reasonably comprehensive (if slightly dated) text on Adult Education and 
Learning provides a good overview of the field and the issues of its time. The 
book consists of six parts: (1) Informing Practice - shares research as a 
foundation for practice; (2) Adult Learning Ability - shares information on adult 
learning and the anatomical and chemical factors associated with learning and 
memory; (3) Participation of Adults in Educational Activities; (4) Program 
development - discusses aspects of program building, needs assessment and 
issues of promoting, marketing and recruiting; (5) The Teaching-Learning 
Transaction; and (6) The Field of Adult Education - presents the field as one of 
study and practice, its philosophy, and as a foundation for the future. The book 
includes an extensive reference section and subject and name indexes. 
Merriam, Sharan B., and Caffarella, Rosemary S. (1998). Learning in adulthood: A 
comprehensive guide. 2d ed. Jossey-Bass Higher and Adult Education Series. 
San Francisco: Jossey-Bass. 
This comprehensive guide to adult learning is divided into five parts: 1) The 
Context and Environment of Adult Learning (covering social and cultural 
influences, description of learning in formal settings, and learning as a self-
directed activity); 2) The Adult Learner (including characteristics and objectives of 
learners, motivation and adult development and the learning experience); 3) The 
Learning Process (key learning theories, age and intelligence, memory, cognition 
and learning styles, and cognitive development in adulthood); 4) Building a 
Theoretical Base for Adult Learning (the nature of self-directed learning, 
page 106 Nurturing Participation 
participation, towards comprehensive theories of adult learning); and 5) 
Challenges in Fostering Adult Learning (social and political issues, ethical 
dilemmas in teaching and learning, integrating theory and practice. The book 
includes a rich source of references on adult learning and both name and subject 
indexes for easy reference. 
Mullinix, Bonnie. B., Anne Dodge, Jane Benbow, Paul Englesberg, Robert Fuderich, 
Marilyn Gillespie, Mohammed F. Good, Dawn Gordan, Mark Lynd, David 
Mccurry, , and Douglas Passanisi. (1986). Teacher training: A reference manual. 
Washington, DC, Peace Corps. 
This reference guide was designed to be used either as a stand-alone reference 
in support of teacher training, or in conjunction with its companion piece: Teacher 
Training: A Training Guide (Dodge, A. et. al, 1986). It consists of three sections: I. What 
a Teacher Trainer Needs to Know (including: understanding comparative educational 
systems, needs assessment, adult learning, considerations in designing a training 
program, training techniques, and supervision); II. What a Teacher Needs to Know 
(including: understanding the educational process, needs assessment, aims, goals and 
general objectives, approaches to teaching, child and adolescent learning, subject-
specific considerations, instructional objectives, lesson planning, classroom teaching 
techniques, instructional materials development and resource utilization, classroom 
management, assessment of student learning, self-assessment and reviewing the 
educational process); and Ill. Collaboration (including: tapping human resources, tapping 
and developing material resources, informal collaborative activities, and collaborative 
skills). 
Mullinix, B. B., lidwina Aipinge, Claudia Amupanda, Nathaniel Areseb, Christine 
Engstrom, Craig February, Hilda Sinkonde, Mara Zaire. (1998). Training of 
Trainers Workshop Series Manuals: Participatory training and curriculum 
development. Boston, MA, World Education. 
This series of four manuals details, session by session, a nine month intensive 
and comprehensive Training of Trainers (ToT) course of four two-week workshops 
with interim field application. Manuals provide ToT facilitators with the guidance 
and support materials they need to guide trainer-participants towards increased 
knowledge and practice in designing and implementing participatory training for 
adults. Manuals included in this Series and their associated focus include: 
ToT 1: Introduction to Participatory Training -This manual details a 2 Y2 week 
workshop in which participants are provided with the opportunity to acquire and 
practice skills in facilitating participatory training programs, enhance their abilities 
to design session plans and associated support materials, and prepare them to 
conduct training needs assessments. 
ToT 2: Curriculum and Materials Development- This manual describes a 2 week 
workshop in which participants acquire and practice skills in developing training 
curricula and associated materials. 
ToT 3: Curriculum and Materials Modification - This manual describes a 2 week 
workshop wherein participants are provided the opportunity to modify training 
curricula and materials based on field pre-testing experiences. 
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ToT 4: Expanding Training Impact- This manual outlines the final 2 week 
workshop where participants evaluate, consolidate and refine training, facilitation 
and analysis skills and enhance their ability to expand their organization's 
audience for training and capacity to conduct training programs. 
Silberman, Mel and Auerbach Carol (1998). Active training: A handbook of techniques, 
designs, case examples and tips. San Francisco: Pfeiffer and Company. 
Silberman's comprehensive handbook introduces the concept of active training as 
it relates to adult learning. It guides the reader through the design (needs 
assessment, objective development, preparation and planning, design and 
sequencing) and implementation issues (beginning, leading, facilitating and 
concluding) associated with effective active training in public and private sector 
training. 
Silberman, Mel, and Lawson, Karen (1995). 101 ways to make training active. San 
Francisco: Pfeiffer and Company. 
A quick reference tool that provides the educator/practitioner with ideas for 
facilitating active training as it relates to adult learning. It provides the reader with 
160 tips for setting up and facilitating active training and experiential activities; 
general facilitation strategies (team building strategies, quick assessment 
strategies, immediate learning involvement strategies); and information, skills and 
attitude building strategies (for full class learning, stimulating discussion, 
prompting questions, team learning, peer teaching, independent learning, 
affective learning, skills development) and techniques for making training 
unforgettable ( review strategies, self-assessment, application planning, and final 
sentiments). Formatted as handouts or session plans, these tips are designed for 
easy and immediate use and are peppered with indexed case examples to help 
ground and clarify the design (needs assessment, objective development, 
preparation and planning, and design and sequencing) and implementation issues 
(beginning, leading, facilitating and concluding) associated with effective active 
training in public and private sector training. 
Srinivasan, Lyra (1994). Tools for Community Participation. New York, NY: 
Prowess/UN DP. 
A useful reference for trainers working in community development, which includes 
a wide range of techniques, approaches and sessions aimed at involving and 
empowering community members in the identification, analysis and solution of 
problems they face. [Note: several of the training analysis techniques shared in 
this training manual gained their inspiration from this source and were adapted 
and modified through work with training trainers in the field.] 
Vella, J. K. (1994). Leaming to listen, learning to teach: the power of dialogue in 
educating adults. San Francisco, Jossey-Bass. 
This book describes twelve principles of adult education using stories of personaJ 
experience around the world, of practitioners from doctors to workers in refugee 
camps. Written for administrators, teachers, health educators, and physicians -
anybody who works with adult learners. Principles covered include: learner as 
decision maker; promoting open communication; including learners in setting 
goals and assessing needs; honoring cultural perspectives; teamwork; learning 
through doing and feeling; and teacher accountability (to learners). 
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Additional Resources at the 
Center for International Education 
Literacy and Learning in Families and Communities By Dixon & Cohen 
$7.00 58 pages 1996 
This manual introduces strategies for action research in communities to identify local 
themes and develop culturally relevant literacy programs. 
Module: Assessing Adult Learning Needs By S. Habana-Hafner & Eds. 
$3.00 18 pages 1997 
This module provides participatory methods and techniques to explore traditional and 
new ways of learning and assessing needs. 
Modules for Training Extension Workers with Handouts By Martin Byram 
$15.00 · 175 pages 1986 
A practical, field-based publication which provides training modules for extension 
workers in the areas of basic education needs; community mobilization needs; and work 
management skills. 
Beyond Schools: Education for Economic, Social, 
and Personal Development By Reed, Loughran & Eds. 
$15.00 253 pages 1984 
The book explores use of the Lifelong Learning Scale as a diagnostic tool to enable 
practitioners to explore a wide variety of educational settings. 
Theater for Development: A Guide to Training By Martin L. Byram 
$8.00 65 pages 1985 
A guide for trainers which describes the use of popular theater in local development. 
Learning to Listen: 
Methods of Adult Nonformal Education By Jane K. Vella 
$5.00 58 pages 1980 
This booklet describes practical ways to implement theories of adult learning. 
Gender and Development: Women Centered Training By Droegkamp & Munger 
$5.00 51 pages 1980 
This book details issues and strategies pertinent to trainings for women to help readers 
clarify their own attitudes toward the issues and practice their training skills. 
~earning Centered Training By S. Kindervatter 
$4.00 68 pages 1977 
This is account discusses the rationale for a learner-centered approach, its key 
characteristics and how to translate this approach into a workshop design. 
Visual Aids for Nonformal Education By Jane K. Vella 
$5.00 43 pages 1979 
This is a valuable guide for field workers in nonformal education to create visual aids 
with inexpensive materials. 
The following are technical notes on the application of NFE techniques for $2.00 
each. 
• The Ecuador Project: the goals, philosophy and methodology of a rural NFE 
project. 
• Conscientizacao and Simulation Games: Paolo Freire's educational 
philosophy and the use of simulation games for consciousness-raising. 
• The Facilitator Model: the facilitator concept for community development in 
rural education. 
• Puppets and the Theater: the use of theater, puppets and music for literacy 
and consciousness awareness in a rural community. 
• Fotonovella: developing and using photoliterature for literacy and 
consciousness-raising. 
• Participatory Communication in Nonformal Education: simple processing 
techniques for information sharing, formative evaluation and staff communication. 
• Discussion Starters: describes how to facilitate dialogue in community groups 
using simple audio-visual materials. 
• Designing and Using Simulations for Training: the steps involved in 
designing and conducting simulations. Two simulations are presented. 
• The Q-Sort as a Needs Assessment Technique: how to adapt a research 
technique for needs assessment in nonformal education. 
• The Learning Fund: Income Generation through NFE: a program which 
combines educational and income-generation activities through learning groups. 
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